IT Users – Levels 1, 2 and 3 
	Who should do this qualification?
These awards are suitable for anyone who uses IT within their job role. 
 

	Entry Level Requirements: None


	Duration: Delivery and completion of this qualification is according to the individual needs of the learner and employer.  However, normally the qualification will be achieved within 12 months.


	Qualification Requirements and Course Content:
To achieve a full IT User NVQ you must achieve a minimum total of points. These are: 
· 40 points for a Level 1 qualification 

· 100 points for a Level 2 qualification; and 

· 180 points for Level 3 

The table below gives the points value for each unit available: 

Unit values (points) 

Mandatory unit titles 
Level 1 (Foundation) 

Level 2 (Intermediate)

Level 3 (Advanced)

Make selective use of IT 
15
25
35
Optional unit titles 

Use IT Systems 
5
15
25
Operate a computer
10
20
30
IT trouble shooting for users 
5
15
25
IT maintenance for users 
5
15
25
IT security for users
5
15
25
Use IT to exchange information
5
15
25
Internet and intranets
5
15
25
E-mail
5
15
25
Word processing software 
10
20
30
Spreadsheet software
10
20
35
Database software
10
20
35
Website software
10
20
35
Artwork and imaging software 
10
20
35
Presentation software 
10
20
30
Specialist or bespoke software 
10
20
30
Evaluate the impact of IT

5

15

25

Rules: 
· The level of qualification is determined by the level of the mandatory unit. If learners want to achieve IT Level 2, they must do the mandatory unit at Level 2.
· At least 50% of the value of the optional units must be achieved at the level of the qualification. E.g. A learner doing Level 2 must get 40 points from units at Level 2.  The remaining 35 optional points can be achieved from units at Levels 1,2 and 3. 



	Method of delivery: 

The Assessor will arrange to visit the learner on a fortnightly basis to produce a portfolio of evidence that will include the following: 

· Observation
· Discussion

· Questioning

· Witness Testimony

· Written statement

· Work products



	Method of assessment: 
Planned stages of assessment are arranged as you progress during your training programme. Collected evidence and recorded observation are referenced against the required standards and a decision on competency is reached. 



	Accreditation / Awarding Body:  Goal 


	Opportunities for progression: IT Level 4 or specialist areas 


	Cost: Free as part of an Apprenticeship Programme

Commercial cost negotiable on request, as you may be entitled to funding 

Please telephone Serena Lowe on 01623 656462 to arrange a visit.



	Further Information: Contact us on 01623 634483 to discuss further or apply on-line.

	

	Apply on-line: 


