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Level 2 courses available:
• Autism Awareness

• Adult Mental Health Problems

• Adverse Childhood Experiences (ACE)

• Behaviours that Challenge

• Cancer Support

• Children & Young People’s Mental Health

• Counselling Skills

• Customer Service

• Data Protection & Data Security (GDPR)

• Digital Skills at Work

• Domestic Abuse

• Equality and Diversity

• Excellence in Customer Service for 
Hospitality  

• Information, Advice and Guidance

• Mental Health First Aid

• Nutrition & Health

• Principles of Cyber Security

• Safeguarding and Prevent

• Specific Learning Difficulties

• Team Leading

• Business Improvement Techniques

 
Level 3 courses available:

• Understanding Autism 

• Understanding Mental health 

• Understanding the Care and 
Management of Diabetes 

• Understanding the Principles of 
Dementia Care 

We are currently 
able to offer a wide 
range of courses to 
help learners craft 
new skills or build on 
existing ones.
By utilising available government funding 
(Adult Education Budget) that is specifically 
in place for adult learning, we can provide 
several courses at no cost to you, and all 
are nationally accredited qualifications.

Employers can also access this fund 
to improve or refresh the skills of their 
current workforce, and learners can utilise 
AEB funding to gain new skills, improve 
progression opportunities or support a 
career change.

Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as well 
as providing robust feedback on the work 
they complete. Courses range from 8-12 
weeks.

INTRODUCTION



CERTIFICATE IN UNDERSTANDING 
AUTISM (LEVEL 2)

COURSE CONTENT 
This qualification aims to develop learners’ 
understanding of autism and the principles 
of supporting individuals with autism - 
covering the person-centred approach 
and influence of positive communication 
methods, how to support positive 
behaviour, and how individuals with autism 
can be supported to live healthy and 
fulfilled lives. It also covers: 

• How individuals with autism process 
sensory information

• The characteristics that may be present 
in individuals with autism

• The conditions that commonly occur 
with autism

• The common misconceptions 
surrounding autism

• How speech, language and 
communication may differ in people 
with autism

• How legislation and guidance underpins 
support 

HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete. This course is usually 
delivered over a period of 10 weeks.

UNITS

• Introduction to Autism

• Using a Person-Centred Approach  
to Support Individuals with Autism

• Communication and Social Interaction 
in Individuals with Autism

• Sensory Processing, Perception and 
Cognition in Individuals with Autism

• Supporting Positive Behaviour in 
Individuals with Autism

• Supporting Individuals with Autism  
to Live Healthy and Fulfilled Lives

Autism is a spectrum condition that affects how a person communicates 
with others and how they interpret the world around them. There are around 
700,000 people in the UK with autism – more than 1 in every 100. Having a clear 
understanding of the misconceptions, diagnoses and support surrounding 
autism are just some of the essential skills you can learn within this qualification.



CERTIFICATE IN AWARENESS  
OF MENTAL HEALTH PROBLEMS  
(LEVEL 2)

COURSE CONTENT 
• Understanding mental health

• Understanding specific mental health 
issues such as:

• Stress

• Anxiety

• Phobias

• Depression

• Post-Natal Depression

• Bipolar Disorder

• Schizophrenia

• Dementia

• Eating Disorders

• Attention Deficit Hyperactivity Disorder

• Obsessive Compulsive Disorder

• Post-Traumatic Stress Disorder 

HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete.   This course is usually 
delivered over a period of 12 weeks.

UNITS
• Develop understanding and 

appreciation of mental health 
conditions

• Learn about signs, triggers and 
symptoms of mental health 

• Understand how mental health affects 
an individual’s ability to cope and 
function

• Examine guidance to potentially 
manage and support them with their 
illness

Mental health presents one of the greatest challenges to our society. With an 
estimated 450 million people worldwide suffering from a mental health problem, 
around a quarter of British adults will experience some form of mental health 
problem within the course of a year. While many elements of mental health are 
still not understood, having a good knowledge of the information that is available 
is essential in most sectors.



CERTIFICATE IN UNDERSTANDING 
ADVERSE CHILDHOOD EXPERIENCES 
(LEVEL 2)

COURSE CONTENT 
This qualification will provide learners 
with an opportunity to develop an 
understanding of adverse childhood 
experiences (ACEs) relevant to their 
current or future roles and will equip them 
with basic understanding of techniques 
for preventing and addressing ACEs in 
practice. The objectives of this qualification 
are to enable the learner to:

• Explore childhood and family structures 

• Explore ACEs and understand potential 
outcomes for children enduring ACEs

• Understand the role of the practitioner 
supporting children impacted by ACEs

• Develop strategies to improve outcomes 
for children affected by ACEs. 

HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete. This course is usually 
delivered over a period of 6 weeks..

UNITS

• Exploring childhood and family 
structures

• Introduction to adverse childhood 
experiences

• Understand strategies to improve 
outcomes for children affected by 
adverse childhood experiences

Children and young people are amongst the most vulnerable in our society 
when it comes to the impact of adverse circumstances on their lives. Adverse 
childhood experience can impact on the development and mental health of 
children and young people that may persist into adulthood and affect their life 
chances. These might be personal circumstances such as the death or divorce 
of parents or domestic violence, for example, or national and international 
disasters. Children and young people affected by such events need support to 
strengthen their resilience and empower them to overcome their fears and the 
challenges they face.



CERTIFICATE IN UNDERSTANDING 
BEHAVIOUR THAT CHALLENGES  
(LEVEL 2)

COURSE CONTENT 
• How behaviour can be perceived  

as challenging

• Underlying issues that affect behaviour 
and the impact it can have on others

• How to identify behavioural changes 
and triggers that may escalate 
behaviour

• Strategies and support plans that  
can promote positive behaviour

• Legislation that protects the rights  
of the individual 

• The impact communication can have 
on the management of behaviour that 
challenges

• Positive reinforcement and techniques 
to de-escalate behaviour

• Referral services available to support 
themselves and the individual

• The importance of reflection following 
an incident of behaviour that challenges 
and the consequences of their actions

HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete. This course is usually 
delivered over a period of 10 weeks. 

UNITS
• Understand behaviour that challenges

• Understand how to support positive 
behaviour

• Understand the importance of effective 
communication and the management 
of behaviour that challenges

• Understand the role of reflection and 
support for those involved in incidents  
of behaviour that challenges

Challenging behaviour is causing increasing concern today, as many individuals 
have increasing levels of stress and uncertainty in their lives. This behaviour 
can be due to factors such as anxiety, neglect, abuse, learning disabilities and 
conditions like dementia. Understanding the causes of challenging behaviour 
is the first step towards finding ways to support individuals and manage their 
behaviour.



CERTIFICATE IN UNDERSTANDING 
CANCER SUPPORT (LEVEL 2)

COURSE CONTENT 
This qualification is designed to give learners 
the knowledge to support their work within 
the adult health and social care sectors, 
particularly those wanting to specialise in the 
area or develop employment/progression 
opportunities. It is also useful for those providing 
informal care to those living with cancer. It also 
covers:

• Compare the differences between normal 
cells and cancer cells

• Identify the different categories of cancer

• Define the terms ‘incidence’ and ‘prevalence’ 
in relation to cancer how national policy  
and strategy on cancer care has changed 
over time 

• Describe the role of different organisations 
in the formation of cancer policy and 
strategy

• Give examples of how national policy 
and strategy and information on cancer 
prevention has changed over time

• Identify how cancer survival rates and life 
expectancy have changed over time, and 
Identify tests that take place after GP referral

• Describe the potential impact of receiving 
a diagnosis of cancer on the individual and 
family and friends

• Describe the roles of key people who may 
be involved within a cancer care team and 
identify organisations that can offer help 
and information relating to cancer support

• Give examples of strategies that individuals 
can use to manage their condition

HOW IS THE COURSE DELIVERED?

Alongside the learning materials, learners will 
have the support of a knowledgeable assessor/
tutor who will give them advice and guidance 
on the course content as well as providing 
robust feedback on the work they complete.  
This course is usually delivered over a period  
of 10 weeks.

UNITS

• Cancer awareness 

• Introduction to the diagnosis and  
treatment of cancer 

• Introduction to cancer care and support 

• Introduction to end of life and  
bereavement care 

One in two people will be diagnosed with cancer in their lifetime. For many 
people, diagnosis can be an overwhelming time. It is important that people can 
access the right levels of care and services when they need it most.  As cancer 
treatments are improving and more people survive cancer, it is important for 
us to understand the impact of living with cancer both long-term and short-
term. This course is great for anyone working in health and social care, general 
business managers supporting their staff, or anyone caring for someone living 
with cancer.



CERTIFICATE IN CHILDREN AND  
YOUNG PEOPLE’S MENTAL HEALTH  
(LEVEL 2)

COURSE CONTENT 
By completing the qualification,  
learners will develop knowledge of: 

• Children and young people’s mental 
health in context

• Mental health problems commonly 
associated with children and young 
people

• The impact of mental ill-health on 
children and young people

• Support available to maintain mental 
wellbeing in children and young people 

HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete. This course is usually 
delivered over a period of 12 weeks. 

UNITS
• Children and Young People’s Mental 

Health in context

• Factors which may Affect Children  
and Young People’s Mental Health

• Children and Young People’s Mental 
Health Concerns

• The impact of Children and Young 
People’s Mental Health Concerns

• Support Children and Young People  
with Mental Health Concerns

*In this qualification, children and young 
people refers to an age range of 5 to 18 
years old

Mental health problems affect around 1 in 10 children and young people. These 
issues include depression, anxiety and conduct disorder and can often be a 
direct response to occurrences in their lives. Emotional wellbeing is just as 
important as a child’s mental health, therefore it is important for those working 
with children and young people to have a good understanding of the concepts, 
risk factors and impact of mental health. 



CERTIFICATE IN  
COUNSELLING SKILLS (LEVEL 2)

COURSE CONTENT 
• Describe how core counselling skills can 

be used in a counselling relationship and  
in other helping activities

• Describe how counselling theory 
underpins the use of counselling skills

• Describe how the ethical framework 
informs own use of counselling skills.

• Describe how to develop skills and 
qualities in the future

• Understand the different approaches 
involved in the use of counselling skills

• Appreciate the importance of self-
development. 

HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete. This course is usually 
delivered over a period of 10 weeks. 

UNITS
• Diversity and Ethics in the Use  

of Counselling Skills

• Introduction to Counselling Skills 
Theories

• Counselling Skills and Personal 
Development

• Using Counselling Skills

Many people find it helpful to seek the support of counselling at some point in 
their lives. People in any situation could benefit from counselling, those with the 
correct understanding, knowledge and skills can provide them with support to 
improve personal well-being.



CERTIFICATE IN PRINCIPLES OF 
CUSTOMER SERVICE (LEVEL 2)

COURSE CONTENT 
• This qualification provides the 

underpinning knowledge required 
by employees to work in a range of 
customer service roles

• Learn to deliver excellent customer 
service and gain and increased 
awareness of understanding and 
meeting customers’ needs

• Understand legal and ethical 
requirements relating to customer 
service and maintaining customer 
service information

• Learners will understand the relationship 
between good customer service and 
customer loyalty, and how this affects 
the organisation in terms of reputation 
and image 

HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete. This course is usually 
delivered over a period of 10 weeks. 

UNITS
• Principles of customer service and 

delivery

• Understand customers

• Understand employer organisations

• Understand how to communicate with 
customers

• Understand how to resolve problems 
and deliver customer service to 
challenging customers

• Understand how to develop customer 
relationships

• Understand how to develop working 
relationships with colleagues 

In order to have a truly successful business, you need to provide good customer 
service. It is believed that 96% of unhappy customers don’t ever complain; 
however, 91% of those simply leave and never come back. The main reason for 
customer churn is not price but bad customer service. Handling a business’s 
issues in a professional and courteous manner is an essential day-to-day task.



CERTIFICATE IN DATA PROTECTION  
& DATA SECURITY (LEVEL 2)

COURSE CONTENT 
• An overview of the key data legislation 

that organisations are required  
to comply with

• Organisational procedures concerning 
data

• Possible threats to ICT systems and data, 
and how to protect against them

• Consequences of not protecting data, 
and the impact of possible breaches 

HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete.   This course is usually 
delivered over a period of 8 weeks. 

UNITS
• Understand Current Data Protection 

Legislation

• Understand Organisational Procedures 
Concerning Data

• Understand Threats to ICT Systems  
and Data

• Understand the Consequences of Not 
Protecting Data

Data protection compliance is an essential legal requirement for all 
organisations. Since the General Data Protection Regulation (GDPR) came into 
force in May 2018, it is more vital than ever that anyone who works with personal 
data understands the laws and acts in compliance. Failure to process personal 
or sensitive data securely and lawfully can lead to severe penalties. Making sure 
that everyone is acting compliantly and handling data correctly is essential in 
any sector.



CERTIFICATE IN DIGITAL SKILLS  
FOR WORK (LEVEL 2)

COURSE CONTENT 
The purpose of this qualification is to allow 
learners to demonstrate understanding of and 
competency in digital literacy skills. It will help 
learners progress to a work role where digital 
literacy skills are required. It also covers:

• Explain and identify regulations regarding 
copyright

• Identify and use advanced techniques to 
find information

• Source’s information to meet own business 
needs

• Understand how to protect devices and data

• Explain the risks of accessing insecure 
websites, and the potential impact of not 
keeping data secure

• Summarise key points of General Data 
Protection legislation and how to report 
breaches

• Identify and compare different methods 
used to communicate online

• Compare and contrast the difference 
between online meeting technology and 
online collaboration technology

• Creating a blog post

HOW IS THE COURSE DELIVERED?

Alongside the learning materials, learners will 
have the support of a knowledgeable assessor/
tutor who will give them advice and guidance 
on the course content as well as providing 
robust feedback on the work they complete.  
This course is usually delivered over a period of 
10 weeks.

UNITS

• Using and managing information 

• Keeping yourself and others safe when using 
digital devices 

• Communicating and collaborating online 

• Digital career development 

Technology evolves at a very fast pace, so it is important to keep up with 
the changes and develop new digital skills. Digital Skills allow businesses 
to build customer relationships. Businesses need to respond to changing 
expectations, engaging with their customers, and building relationships 
through a diverse range of channels - these could include email, social 
media, mobile apps and more.



CERTIFICATE IN UNDERSTANDING 
DOMESTIC ABUSE (LEVEL 2)

COURSE CONTENT 
This qualification is designed to increase 
learners’ awareness and understanding of 
domestic abuse and its impact. The need for 
education and training across sectors to enable 
identification of abuse, allocation of support 
and referral is a recurring theme within regional 
domestic abuse strategies. Awareness of 
domestic abuse and its impact is important for 
those working in a wide range of sectors such 
as healthcare, social care, childcare, education, 
and housing. There is a need to understand the 
issues, report on those who may be at risk and 
support signposting to relevant services. It also 
covers:

• What is meant by ‘domestic abuse’ and 
the different types

• How the national policy and strategy on 
domestic abuse has changed over time

• How public awareness of domestic abuse 
have changed over time

• Identify actions and behaviours that may be 
signs of digital domestic abuse

• How the attitudes and behaviour of others 
may impact on a child affected by domestic 
abuse in both short- term and long-term

• Describe ways to access support in 
situations that are outside of own expertise, 
experience, role, and responsibility

• Describe ways that multi-agency 
partnerships can support those 
experiencing domestic abuse

• Describe the mandatory referral process for 
perpetrators of domestic abuse to specialist 
support services

HOW IS THE COURSE DELIVERED?

Alongside the learning materials, learners will 
have the support of a knowledgeable assessor/
tutor who will give them advice and guidance 
on the course content as well as providing 
robust feedback on the work they complete.  
This course is usually delivered over a period  
of 10 weeks.

UNITS

• Understand domestic abuse

• Understand the signs and risk factors 
associated with domestic abuse

• Understand the impact of domestic abuse

• Understand policy, response, and 
intervention in relation to domestic abuse

1 in 3 women and 1 in 4 men have experienced some form of physical violence 
by an intimate partner. According to the Crime Survey for England and Wales 
(CSEW) year ending March 2020, an estimated 5.5% of adults aged 16 to 74 years 
(2.3 million people) experienced domestic abuse in the last year. The total 
number of offences flagged as domestic abuse-related increased during the 
lockdown period, continuing long-term gradual increases observed in recent 
years. You will learn about the different types of abuse, how to recognise these 
and how to report along with the policies and legislation. 



CERTIFICATE IN UNDERSTANDING 
EQUALITY & DIVERSITY (LEVEL 2)

COURSE CONTENT 
• Learn the importance of equality and 

diversity within different contexts

• Gain an understanding of the different 
issues affecting equality and diversity in  
today’s society

• Examine the effects of stereotyping 
and labelling, and prejudice and 
discrimination

• Understanding the importance of taking 
individual responsibility and action to 
help and support others 

HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete. This course is usually 
delivered over a period of 8 weeks. 

Britain is a culturally diverse nation that respects and values the differences 
in people. Companies are legally required to follow a set of practices to 
ensure discrimination is eradicated and expectations of equality are met.  
A good understanding of the wide-ranging legislation is essential in 
creating a workplace that is centred on fairness, dignity and respect.

UNITS

• Unit 1: Equality and Diversity in society

• Unit 2: Equality and Diversity in the 
Community

• Unit 3: Equality and Diversity in the 
Workplace



CERTIFICATE IN UNDERSTANDING 
EXCELLENCE IN CUSTOMER SERVICE 
FOR HOSPITALITY  (LEVEL 2)

COURSE CONTENT 
This qualification is designed for learners 
who are looking to enter, or progress within, 
employment in the hospitality sector. It will 
enable learners to develop knowledge and 
understanding of excellence in customer 
service for the hospitality sector. You will gain 
a good understanding of how to communicate 
with customers, develop team working 
within the hospitality sector, and gain a good 
knowledge of the legislation and regulations 
relating to customer service within hospitality.  
It also covers:

• The cultural factor that can affect customer 
expectations, and the importance of 
anticipating and responding to different 
cultural needs

• Different communication styles, and 
techniques that can be used to put 
customers at ease and how to gain  
their trust

• How to deal with customer complaints, and 
how to pass responsibility to colleagues 
when appropriate 

• When and how to collect customer feedback 
and how to use it to prevent problems 
occurring in the future 

• How a team’s goals impact on the roles and 
responsibilities of individual team members

• The benefit of taking part in personal 
development activities and having a 
personal development plan

• Food hygiene and safety legislation, and 
the importance of following this, as well as 
the consequences of poor food hygiene  
and safety

• Difference between food allergy and food 
intolerance, and the legislation relating  
to these

HOW IS THE COURSE DELIVERED?

Alongside the learning materials, learners will 
have the support of a knowledgeable assessor/
tutor who will give them advice and guidance 
on the course content as well as providing 
robust feedback on the work they complete.  
This course is usually delivered over a period of 
10 weeks.

UNITS

• Principles of customer service in the 
hospitality sector

• Understand effective teamwork in the 
hospitality sector

• Understand legislation and guidance 
relevant to the hospitality sector

• Understand professional personal standards 
in the hospitality sector

The French word ‘hospice’ has been adapted to form the word ‘hospitality’ that 
means taking care of the travellers. It still carries the same inherent meaning 
of care. Customer service is key to the hospitality industry. It is the service that 
can make or break a hospitality business. The expectations of customers are 
changing, and demands are getting higher.  You will learn about the changing 
needs of customers and how to provide excellent customer care as well the 
importance of legislation and how to follow these.  



CERTIFICATE IN INFORMATION,  
ADVICE OR GUIDANCE (LEVEL 2)

COURSE CONTENT 
• Explore communication techniques

• Study how values, attitudes and beliefs 
can affect interactions

• Develop interaction and interpersonal 
skills

• Learn how information, advice or 
guidance can be explored

• Learn how group interaction can be 
utilised

• Manage information, including storage 
and retrieval

• Learn how to comply with the law 

HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete. This course is usually 
delivered over a period of 8 weeks. 

UNITS
• Understand behaviour that challenges 

• Understand how to support positive 
behaviour 

• Understand the importance of effective 
communication and the management 
of behaviour that challenges 

• Understand the role of reflection and 
support for those involved in incidents  
of behaviour that challenges

Offering clear and accurate information, advice or guidance and knowing what 
can be shared legally and professionally can greatly improve outcomes for a 
business. There are some fundamental rules for successful information sharing 
and ensuring staff are aware of these is key.



CERTIFICATE IN MENTAL HEALTH  
FIRST AID (LEVEL 2)

COURSE CONTENT 
• Introduce and explore different types of 

mental ill health, and factors that may 
increase the risk of mental ill health in 
individuals

• Understand how to support individuals 
with mental ill health within boundaries 
of own role, and the importance of using 
a person-centred approach

• Explore how to create a mentally healthy 
environment for individuals in a variety 
of settings and the legislative framework 
relevant to mental health 

HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete.   This course is usually 
delivered over a period of 10 weeks. 

Around 450 million people currently suffer from mental health problems, with 
recent reports suggesting that over 12 million working days were lost due to 
work-related stress, depression or anxiety in just one year. It’s important that 
employers are transparent and open about mental health issues, and this 
qualification builds an understanding of mental health problems and the  
support available to colleagues. 

UNITS

• Unit 1: Exploring Mental Health  
and Mental Ill Health 

• Unit 2: Understanding how to support 
individuals with mental ill health

• Unit 3: Understanding a mentally  
healthy environment



CERTIFICATE IN UNDERSTANDING 
NUTRITION AND HEALTH (LEVEL 2)

COURSE CONTENT 
This qualification is designed for those 
interested in improving their understanding  
of nutrition and healthy eating, and aims to: 

• Increase understanding of the principles 
of healthy eating and the role of food in 
maintaining health

• Increase confidence in planning and 
achieving a healthy diet

• Provide an understanding of how 
an individual’s dietary requirements 
change throughout their life

• Raise awareness of the dietary 
requirements of particular individuals

• Provide an understanding of food 
labelling and the ability to use 
information from  
food labels

• Provide a basis for further study and/or 
career development 

HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete. This course is usually 
delivered over a period of 8 weeks.

UNITS

• Explore Principles of Healthy Eating

• Consider Nutritional Needs of a Variety 
of Individuals 

• Use Food and Nutrition Information  
to Plan a Healthy Diet

• The Principles of Weight Management

• Understanding Eating Disorders

The number of obese people in the UK has more than trebled in the last 25 years, 
reaching what many doctors believe to be ‘epidemic’ proportions. Insufficient 
nutrition can lead to a variety of health-threatening conditions; understanding 
the benefits of a balanced diet and the role of nutrition in the prevention and 
treatment of disease is fundamental.



CERTIFICATE IN PRINCIPLES  
OF CYBER SECURITY (LEVEL 2)

COURSE CONTENT 
This course is designed as a starting 
point to enable individuals to have a 
understanding of the threats to cyber 
security, the terminology used and how to 
maintain effective cyber security, it also 
includes:  

• Understand the principles of cyber 
security 

• Be able to identify common threats

• Understand relevant legislation

 
HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete. This course is usually 
delivered over a period of 12 weeks.

Cyber crime and security is becoming a regular part of daily life, with scams and 
cyber crime making headlines often. Companies need the skills and knowledge 
to protect themselves, their staff and customer base, keeping valuable 
information secure. 

UNITS
• Introduction to cyber security 

• Understand terminology used in cyber 
security 

• Understand legal and ethical aspects of 
cyber security 

• Understand common threats to cyber 
security 

• Understand methods of maintaining 
cyber security 

• Working with others in cyber security 



CERTIFICATE IN UNDERSTANDING 
SAFEGUARDING & PREVENT  
(LEVEL 2)

COURSE CONTENT 
The purpose of this qualification is to 
increase the learner’s knowledge and 
awareness of the Prevent Duty and 
safeguarding, including online safety.  
By completing the qualification, learners 
will develop knowledge of safeguarding in 
an environment where they have a duty of 
care, including: 

• Understanding how to reduce the risk of 
radicalisation

• Knowing how to recognise signs of 
abuse or potential harm

• Understanding how to reduce the risks 
posed online 

Official data showed that over 7,500 people were referred to the Prevent 
programme in 2015/16. The purpose of this qualification is to support anyone 
who is responsible for the safeguarding of people and for helping prevent 
radicalisation. It gives learners an understanding of recognising the signs of 
abuse, how to reduce the risk of radicalisation and the potential consequences  
of illegal online activity.

HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete. This course is usually 
delivered over a period of 10 weeks.

UNITS
• Unit 1: Understanding the Prevent Duty

• Unit 2: Understanding Safeguarding

• Unit 3: Understanding Online Safety



CERTIFICATE IN UNDERSTANDING 
SPECIFIC LEARNING DIFFICULTIES  
(LEVEL 2)

COURSE CONTENT 
• The general characteristics of Specific 

Learning Difficulties, alongside the 
specific characteristics of ADHD, ADD, 
dyslexia and dyscalculia

• How specific learning difficulties can 
affect children and adults in different 
ways

• The importance of early diagnosis

• The various assessment methods 
available to diagnose specific learning 
difficulties

• How individuals can be supported to 
gain, start and continue with study and 
employment 

HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete.   This course is usually 
delivered over a period of 9 weeks. 

UNITS

• Understand behaviour that challenges 

• Understand how to support positive 
behaviour 

• Understand the importance of effective 
communication and the management 
of behaviour that challenges 

• Understand the role of reflection and 
support for those involved in incidents of 
behaviour that challenges

Having a learning difficulty means that people find it harder to learn certain 
skills. As this affects around 15% of people, it is important for those working in 
a wide range of sectors to have some knowledge of different Specific Learning 
Difficulties such as ADHD, dyslexia and dyscalculia.



CERTIFICATE IN PRINCIPLES  
OF TEAM LEADING (LEVEL 2)

COURSE CONTENT 
This qualification is designed for 
learners who want the knowledge and 
understanding required to successfully 
lead a team. Focussing on leading a team 
in a business environment it will help 
learners to: 

• Develop their knowledge of the 
principles of team leading

• Develop their understanding of business

• Develop the knowledge needed to 
support communication with a range  
of stakeholders at different levels 

HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete. This course is usually 
delivered over a period of 10 weeks. 

UNITS

• Principles of team leading

• Understanding business

• Understanding how to communicate 
work-related information

• Understanding how to deliver customer 
service and resolve problems

• Understanding how to develop working 
relationships with colleagues

• Introduction to coaching

• Introduction to mentoring

• Understanding personal development

Strong team leadership is essential for providing guidance, direction and 
instruction within a group and inevitably leads to more effective teamwork and 
more motivated employees. Being able to manage a team effectively is critical 
in the current job market, where employee productivity and team outcomes are 
closely monitored.



CERTIFICATE IN UNDERSTANDING 
BUSINESS IMPROVEMENT TECHNIQUES 
(BIT) (LEVEL 2)

COURSE CONTENT 
The purpose of this qualification is to 
provide learners with knowledge and 
understanding of business improvement 
techniques, which can be applied across 
many different sectors and job roles.

This qualification aims to focus on the 
study of business improvement techniques, 
and offer breadth and depth of study, 
incorporating a key core of knowledge. 

HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete on our online portal 
assessment. This course is usually delivered 
over a period of 10 weeks.

UNITS

• Safe and effective team working

• Workplace organisation

• Continuous improvement (Kaizen)

• Visual management systems

• Problem solving

• Flow process analysis

Improving business performance is vital for any business. Making 
improvements that are more efficient - such as saving on time or costs - can 
have huge benefits to an organisation, particularly in competitive business 
environments. This qualification aims to build knowledge on the study of 
business improvement techniques, including workplace organisation, building 
effective teams and managing working relationships. It will also teach the 
importance of improving processes and procedures using visual management 
systems and flow process analysis.



UNDERSTANDING AUTISM (LEVEL 3)

COURSE CONTENT 
The course also includes:  

• The current legislative framework 

• How theories have developed over time 
and the historical context 

• The range of therapeutic interventions 
and support available 

• The diagnosis of autism and the 
advantages and disadvantages of 
diagnosis for the family

• How to support and manage transitions

• How to develop an understanding of 
how individuals with autism may be 
vulnerable and roles and responsibilities 
from a safeguarding perspective

• The range of characteristics that may 
occur on the autism spectrum 

• Understand behaviour in the context of 
autism  

HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete. This course is usually 
delivered over a period of 16 weeks.

UNITS

• Autism in Context

• Positive behavioural support for 
individuals with autism 

• Understand support and management 
of transitions for individuals with autism 

• Therapeutic interventions and support 
available for individuals with autism and 
co-occuring conditions 

• Communication and social interaction 
with individuals with autism 

• Safeguarding and resilience in autism 

This course is designed for learners who want to increase their knowledge and 
understanding of autism and associated conditions in more depth and builds 
naturally on the knowledge gained in the Level 2 course, looking at how to adopt 
a positive approach to supporting people with autism.  



CERTIFICATE IN UNDERSTANDING 
MENTAL HEALTH (LEVEL 3)

COURSE CONTENT 
The course also includes:  

• Mental health legislation

• Services available for support 

• Treatment options available

• Understanding the skills required to work 
in mental health

• How to support mental well-being 

•  Understanding perceptions and 
attitudes towards mental health  

HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete. This course is usually 
delivered over a period of 16 weeks.

UNITS

• Understanding the context of mental 
health and wellbeing 

• Promotion of mental health and 
wellbeing 

• Mental health problems: associated 
issues and consequences 

• Understanding mental ill health 

• Working in mental health 

This course is designed for learners who want to increase their knowledge and 
understanding of mental health and well-being and builds naturally on the 
knowledge gained across a number of our Level 2 courses.  



CERTIFICATE IN UNDERSTANDING THE 
CARE AND MANAGEMENT OF DIABETES  
(LEVEL 3)

COURSE CONTENT 
The purpose of this qualification is to 
increase awareness and understanding of 
diabetes and how to support individuals 
living with the condition, it also includes:  

• The types, causes, signs and symptoms 
of diabetes 

• Anatomy and physiology 

• The impact of diabetes on individuals, 
others and society 

• The treatment and management of 
diabetes 

• Common complications of diabetes 

 
HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete. This course is usually 
delivered over a period of 16 weeks.

UNITS

• Understand diabetes 

• Diabetes in context 

• Understand the treatment and 
management of diabetes 

• Understand the complications of 
diabetes 

 One in ten over 40s now has Type 2 diabetes, and the number of people living 
with diabetes in all its forms in the UK has reached 4.7 million. The number of 
people affected by diabetes is expected to reach 5.5 million by 2030.  
Diabetes.org.uk 



CERTIFICATE IN THE PRINCIPLES  
OF DEMENTIA CARE (LEVEL 3)

COURSE CONTENT 
This course enables learners to develop 
their knowledge and understanding of 
caring for individuals with dementia 
and gives an in-depth knowledge and 
understanding of dementia and its effects, 
with a focus on supporting individuals 
living with dementia via a person-centred 
approach. It also includes:

• The types of dementia and the 
importance of early diagnosis 

• Person-centred approaches in dementia 
care 

• The role of communication, interaction 
and inclusion in dementia care and 
support 

• The use of medication to support 
individuals with dementia. 

 
HOW IS THE COURSE DELIVERED?
Alongside the learning materials, learners 
will have the support of a knowledgeable 
assessor/tutor who will give them advice 
and guidance on the course content as 
well as providing robust feedback on the 
work they complete. This course is usually 
delivered over a period of 16 weeks.

UNITS

• Understanding dementia 

• Understand how person-centred 
approaches are used to underpin the 
care and support of individuals with 
dementia 

• Principles of communication and 
interaction in dementia care and 
support 

• Supporting positive interaction, 
occupation and activity in dementia 
care 

• Principles of equality, diversity and 
inclusion in dementia care and support 

• Understand how to support individuals 
with dementia to exercise choice and 
rights 

• Principles of the administration of 
medication and well-being of individuals 
with dementia 

• 

The Alzheimer’s Society (2014) reports there are over 850,000 people living with 
dementia in the UK today and with people living now to a much older age, many 
families are affected caring for loved ones with the condition. 



How are the courses funded?
The Adult Education Budget (AEB) funds 
the delivery of education and training for 
learners aged 19+

The AEB aims to engage adults and 
provide the skills and learning needed to 
progress in work, or to support employment 
opportunities.

Employers also can access AEB to improve 
or refresh the skills of their current 
workforce, and learners can utilise the AEB 
to gain new skills, improve progression 
opportunities or support a career change.

 
How do the courses work?
These qualifications are delivered by 
distance learning and you will be allocated 
a personal tutor to support you.

You will be provided with learning and 
assessment materials that have been 
developed to meet the qualification 
requirements. The course is fully online, 
although you will also receive paper-based 
materials which you can work from, and 
keep for future reference. Upon enrolment 
you will be given submission deadlines for 
each unit.

When you complete the work is completely 
up to you, as long as it’s submitted by 
each deadline. Your assessment question 
answers are submitted through our online 
portal and then sent off to your tutor for 
marking and guidance.

Your tutor will provide you with written 
feedback on the assessments you submit, 
as well as be on hand for any additional 
support needs you may have.

 

FAQS

How much work is involved? 

Whilst these courses are essentially ‘free’, 
we do require your time and commitment. 
Courses vary in terms of length and the 
number of units / questions per unit.

Please see our Question Count document 
to get an idea of how many assessment 
questions you will complete overall for the 
course(s) you choose, and what this works 
out if you complete work daily.

Please note – questions are not multiple 
choice or one-word answers. Full sentences 
and/or paragraphs are required. 

Am I eligible?
To be considered for this course you must:

• Be aged 19+

• Live in England

• Not currently be on any other funded 
programme or an apprenticeship

• Have lived in the EU for at least 3 years

• Not have already completed the course

• Live in an eligible area – postcode will be 
checked when you apply. 

Please note that new learners are 
required to complete a short, untimed 
English informal assessment online prior 
to enrolment. This is to satisfy funding 
provider requirements and ensure that 
you have an appropriate level of English to 
complete the course.
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Can I do more than one course?
Yes, of course! As long as funding is 
available you can do as many as you wish. 
Once you have finished one course, and it 
has been through our quality checks, we 
can get you signed straight up for the  
next one.

Level 2 courses available:
• Autism Awareness

• Adult Mental Health Problems

• Adverse Childhood Experiences (ACE)

• Behaviours that Challenge

• Cancer Support

• Children & Young People’s Mental Health

• Counselling Skills

• Customer Service

• Data Protection & Data Security (GDPR)

• Digital Skills at Work

• Domestic Abuse

• Equality and Diversity

• Excellence in Customer Service for 
Hospitality  

• Information, Advice and Guidance

• Mental Health First Aid

• Nutrition & Health

• Principles of Cyber Security

• Safeguarding and Prevent

• Specific Learning Difficulties

• Team Leading

• Business Improvement Techniques

 
Level 3 courses available:

• Understanding Autism 

• Understanding Mental health 

• Understanding the Care and 
Management of Diabetes 

• Understanding the Principles of 
Dementia Care 

For more info
Visit keytraining.co.uk  
Telephone 07903 879620  
Email leanne.dent@keytraining.co.uk



QUESTIONS COUNTINUED

Course Unit 1 Unit 2 Unit 3 Total Length  
of course

Average  
Q’s per 

day

Autism Awareness 70 95 N/A 165 10 weeks 3

Adults Mental Health Problems 78 88 76 242 12 weeks 3

Adverse Childhood Experiences (ACE) 49 N/A N/A 49 8 weeks 1

Behaviours that Challenge 30 24 N/A 54 10 weeks 2

Cancer Support 10 weeks

Children & Young People’s Mental Health 70 57 N/A 127 12 weeks 2

Counselling Skills 20 37 N/A 57 10 weeks 1

Customer Service 82 76 N/A 158 10 weeks 3

Data Protection & Data Security (GDPR) 55 54 N/A 109 8 weeks 2

Digital Skills at Work 10 weeks

Domestic Abuse 10 weeks

Equality & Diversity 113 N/A N/A 113 8 weeks 3

Excellence in Customer  
Service for Hospitality 10 weeks

Information, Advice and Guidance 43 49 N/A 92 8 weeks 2

Mental Health First Aid 50 N/A N/A 50 10 weeks 1

Nutrition & Health 78 98 N/A 176 10 weeks 3

Principles of Cyber Security 12 weeks

Safeguarding & Prevent 25 35 13 73 10 weeks 2

Specific Learning Difficulties 36 36 N/A 72 9 weeks 2

Team Leading 64 79 N/A 143 10 weeks 3

Business Improvement Techniques (BIT) 28 22 N/A 50 10 weeks 1

Understanding Autism 16 weeks

Understanding Mental Health 16 weeks

Understanding the Care and  
Management of Diabetes 16 weeks

Understanding the Principles  
of Dementia Care 16 weeks

For more info
Visit keytraining.co.uk  
Telephone 07903 879620  
Email leanne.dent@keytraining.co.uk.

Note
The learning portal is accessible 24 hours 
a day, 7 days a week so learners can login 
and complete work whenever it suits them. 
Learners can also submit before deadlines 
if they wish. 



KEYTRAINING.CO.UK
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