
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

181 Smorrall Lane, Bedworth, Warks, CV12 0JN 
 

 
 
Fee Remission: If you are in receipt of Income Support, Job Seekers Allowance, Working 

Families Tax Credit (annual income of under £15,000), Pension Credit, Housing/Council Tax 

Benefits or are unwaged dependants of the above your course is FREE. If you are over 60 

years of age there is a 50% reduction on course costs. You may also be entitled to 50% 

reduction if you live in certain postcodes within Nuneaton and Bedworth. Please ask for 

more information.  
 

If you are interested in any of these courses and would like to book a place 

please contact the Adult and Community Learning Team on 02476 353065 or 

Ring Dianne Sandom on 07881 843800.   More courses available at different 

venues contact Linda/Karen  02476353065 
 
 



 
 
Computers and ICT 
First Steps in Computing  
Courses outline Computers and communications technology affects us all in our everyday lives. If you want to learn how 
to produce basic documents, start exploring the internet or fond out about email, this is the Courses for you. You will get 
plenty of support in small, informal classes and gain a qualification.  No previous experience necessary. 
15 Wks Monday 07.09.09 – 21.12.09 10.00  12.00 Shakil Tahsin As above 

15 Wks Tuesday 08.09.09 – 22.12.09 6.00  -  8.00 Dianne Sandom As above 

15 Wks Tuesday 05.01.10 - 27.04.10 10.00  12.00 Terasa Waters As above 

15 Wks Wednesday 06.01.10 - 28.04.10 6.00  -  8.00 Dianne Sandom As above 

15 Wks Thursday 07.01.10 - 29.04.10 1.00  -  3.00 Marc Stringer As above 

15 Wks Wednesday 14.04.10 - 21.07.10 10.00  12.00 Dianne Sandom As above 

CLAIT 
This level 1 IT qualification is highly recognised by employers, with one mandatory unit (Word Processing and File 
Management) and two other units of your choice. 

On Going Monday 07.09.09 –14.12.09 12.00 – 2.00 Dianne Sandom As above 
CLAIT / 

Numeracy 
On Going 

Thursday 10.09.09 – 17.12.09 6.00 – 8.00 Dianne Sandom 
As above 

On Going Monday 11.01.10  -  23.03.10 12.00  - 2.00 Shakil Tahsin 
As above 

CLAIT / 
Numeracy 
On Going 

Thursday 07.01.10  -  26.03.10 6.00 - 8.00 Dianne Sandom 
As above 

On Going Monday 12.04.10  -  19.07.10 12.00 – 2.00 Shakil Tahsin As above 
CLAIT/ 

Numeracy 
On Going 

Thursday 15.04.10 –22.07.10 6.00  8.00 
 

Dianne Sandom 
 

 
As above 

Carry on Computing 
For those who have basic computer experience, having completed the ‘First Steps’ in computers Courses, or with 
experience gained from work or home. This Course will give you the chance to practice what you have already learnt, 
further your knowledge, and increase your confidence in using Microsoft Word and the Internet. File management will 
also be explored. 
10 Wks Monday 11.01.10  - 23.03.10 10.00  12.00 Marc Stringer £72.00 

10 Wks Tuesday 12.01.10  -  24.03.10 6.00  -  8.00 Dianne Sandom £72.00 
10 Wks Wednesday 14.04.10 –23.06.10 6.00 - 8.00 Dianne Sandom £72.00 
10 Wks Thursday 15.04.10  - 24.06.10 1.00  -  3.00 Terasa Waters £72.00 

Bits and Pieces 
A 10 week Courses that tackles the bits and pieces that you should know, but aren’t usually included in courses. Desktop 
icons – adding, moving. Changing desktop picture and screensaver. Downloading digital images from camera and saving 
onto computer and CD. Renaming pictures. Email attachments. Downloading anti-virus software and using, add/remove 
programs. Locating images on internet search engines, saving and using in Word. 

10 Wks Wednesday 09.09.09  -  18.11.09 12.30  - 2.30 Terasa Waters £72.00 

10 Wks Wednesday 13.01.10  -  25.03.10 12.30  - 2.30 Terasa Waters £72.00 
10 Wks Monday 12.04.10  -  28.06.10 10.00 -12.00 Marc Stringer £72.00 

File management 
Find out how to store and organise your files and photos on your computer and removable storage using a folder system.   

4 Wks Monday 30.11.09  -  21.12.09 6.00  -  8.00 Shakil Tahsin £32.00 
Extending your IT skills  
A follow on from the First Steps in Computing course.  Giving more experience and going a bit further into Word 
Processing, Email, Internet and other Microsoft programs. 

10 Wks Monday 14.09.09  -  23.11.09 6.00  -  8.00 Marc Stringer £72.00 
10 Wks Monday 11.01.10  - 23.03.10 2.30  -  4.30 Marc Stringer £72.00 

10 Wks Tuesday 13.04.10  -  22.06.10 10.00  -  12.00 Terasa Waters £72.00 



 
Computing for the small business  
Creating databases and using them for queries and reports.  Creating spreadsheets to do various calculations.  Creating 
your own flyers and business cards using Publisher.  Using Word for letter writing, Mail Merge and creating reports.  
Create a basic presentation using PowerPoint software. 

 
10 Wks Wednesday 09.09.09  -  18.11.09 6.00  -  8.00 Dianne Sandom £72.00 

Exploring Microsoft Programmes 
Looking at the basics of a range of Microsoft programmes including Power Point, Publisher and Spreadsheets. 

10 Wks Monday 12.04.10  -  28.06.10 2.30  -  4.30 Shakil Tahsin £72.00 

Recycled Teenager 
Chat, downloading music, plan a journey on the internet, podcasts, TV online, create own website, upload videos to 
YouTube. 
10 Wks Thursday 10.09.09  -  19.11.09 10.00  12.00 Shakil Tahsin £72.00 
10 Wks Monday 11.01.10  -  23.03.10 6.00  -  8.00 Shakil Tahsin £72.00 

10 Wks Friday 15.01.10  -  27.03.10 10.00  12.00 Shakil Tahsin £72.00 
10 Wks Monday 12.04.10  -  28.06.10 6.00  -  8.00 Shakil Tahsin £72.00 

Job Seeking 
C.V. Internet job search and PowerPoint presentations 
15 Wks Tuesday 08.09.09  -  15.12.09 12.30  - 2.30 Terasa Waters  
10 Wks Tuesday 12.01.10  –  24.03.10 12.30  - 2.30 Terasa Waters  

10 Wks Tuesday 13.04.10  -  22.06.10 12.30  - 2.30 Terasa Waters  

Web Page Design 
This course will give you practical hands on experience and advice covering aspects of building your own website, 
obtaining your domain, maintenance and upgrades. Using Microsoft Frontpage and free downloadable programs from the 
internet. 
10 Wks Tuesday 08.09.09  -  17.11.09 2.30  -  4.30 Terasa Waters £72.00 

Computer Maintenance 
Using the facilities already on computers and free Internet downloads to ensure your computer is maintained well.  File 
Management.  Talk from computer maintenance specialist. 
10 Wks Thursday 10.09.09  -  19.11.09 12.30  - 2.30 Dianne Sandom £72.00 

Exploring Free Software 
Make the most of the vast amount of free software available to download from the Internet including Open office (office 
software suite for word processing, spreadsheets, presentations, graphics, databases), Picaso (photo editing software), 
and Audacity (digital music software). 
10 Wks Thursday 10.09.09  -  19.11.09 2.30  -  4.30 Shakil Tahsin £72.00 
10 Wks Wednesday 13.01.10  -  25.03.10 3.00  -  5.00 Shakil Tahsin £72.00 
10 Wks Wednesday 14.04.10 - 23.06.10 3.00  -  5.00 Dianne Sandom £72.00 

Social Networking 
Find out what the teenagers find so fascinating about the social networking websites such as MySpace, Facebook, Flickr, 
how to use them and safety. 

4 Wks Thursday 26.11.09  -  17.12.09 10.00  12.00 Shakil Tahsin £32.00 
Basic Spreadsheets 
Using Microsoft Excel program to create simple spreadsheets using simple formulas to work out simple sums (add, 
subtract, multiply, divide, average). 

4 Wks Thursday 26.11.09  -  17.12.09 12.30  - 2.30 Terasa Waters £32.00 

Simple Guide to Home Computing 
Just got a new computer?  Want to get a bit more out of the one you have? Need something useful out of the Internet, or 
want to connect devices to your computer, like a printer, scanner, digital camera, webcam.  You can save money by 
buying over the Internet and downloading free software.  We’ll also show you how to keep safe. 

10 Wks Friday 11.09.09  -  20.11.09 10.00  12.00 Shakil Tahsin £72.00 
Family History Using ICT 
An introductory course for individuals wanting to start to research their family tree. This course offers the opportunities to 
research your family history on the internet looking at the online census and births marriages and death index. You will be 
able to build your family tree using the online facility, Genes Reunited there will also be help and advice on the best way 
to start out and gather research information. 

10 Wks Tuesday 08.09.09  -  17.11.09 10.00  12.00 Terasa Waters £72.00 



 
 

Beginners Digital Camera 
Do you want to know what to do with your digital photographs once you have them? This introductory Courses will show 
you how to transfer photos to the computer to be able to rename, enhance them using the basic editing tools in Adobe 
Photoshop, print, email and burn to a CD. Your own digital camera would be useful, but not essential. No computer 
experience required 

10 Wks Thursday 14.01.10  -  26.03.10 10.00 -12.00 Marc Stringer £72.00 
10 Wks Monday 07.09.09  -  23.11.09 2.30  - 4.30 Marc Stringer £72.00 
10 Wks Tuesday 13.04.10  -  22.06.10 6.00  -  8.00 Marc Stringer £72.00 

Intermediate– Manipulating Digital Photos 
For those who have already completed our Beginners Digital Camera course or already have some experience, this 
course will look at more advanced editing procedures using Adobe Photoshop. 

10 Wks Wednesday 09.09.09  -  18.11.09 10.00-12.00 Marc Stringer £72.00 

10 Wks Monday 11.01.10  -  23.03.10 12.30  -  2.30 Marc Stringer £72.00 

10 Wks Thursday 15.04.10  -  24.06.10 10.00  - 12.00 Marc Stringer £72.00 

Digital Video and Music 
Edit video with Microsoft Movie Maker.  Download music and burn to CD or transfer to MP3 player 

10 Wks Wednesday 13.01.10  -  25.03.10 10.00  - 12.00 Dianne Sandom £72.00 
Digital Imaging Workshop 
A chance to practice what you have already learnt on our Manipulating Digital Photos courses. 

4 Wks Monday 30.11.09  -  21.12.09 2.30  - 4.30 Shakil Tahsin £32.00 

Digital Mix and Match 
Find out the basics of Digital Music, Photo and Video Manipulation. 

10 Wks Friday 16.04.10  -  25.06.10 10.00 -12.00 Shakil Tahsin £72.00 

Shopping on the Internet 
Explore the Internet to gain confidence in shopping and knowledge of the security issues. 

4 Wks Wednesday 25.11.09  -  16.12.09 10.00-12.00 Dianne Sandom £32.00 
Cards and Calendars Using ICT 
Be creative using publisher and Power Point programmes to produce personalised Christmas cards and calendars using 
these two fun computer programs.  Use clip art pictures, saved pictures or digital photos to create that personal touch.  
Small, informal groups with no previous computer experience necessary, although beneficial. 

4 Wks Wednesday 25.11.09  -  16.12.09 12.30  2.30 Terasa Waters £32.00 

4 Wks Tuesday 24.11.09  -  15.12.09 10.00 -12.00 Terasa Waters £32.00 

SKILLS FOR LIFE AND WORK 
Numeracy 
Are you nervous about numbers?  Need help improving your skills or building up your confidence with maths?  Do you 
want to gain a nationally recognised qualification?  So, get your skills back on track and start working towards that Level 1 
& Level 2 Certificate in Adult Numeracy. 

10 Wks Thursday 10.09.09  -  17.12.09 6.00  -  8.00 Dianne Sandom Free 

10 Wks Thursday 07.01.10  - 26.03.10 6.00  -  8.00 Dianne Sandom Free 

10 Wks Thursday 15.04.10  -  22.07.10 6.00  -  8.00 Dianne Sandom Free 

Money Maths 
Want to know how to save some cash? 
We look at:- • Interest Rates (and what to look for!) • The Real Cost of Buying a Car • Currency Conversion (Ready for 
your holidays) • Plan your new kitchen: How much will it cost? • Pricing a new pathway / decking / patio.• Working out 
discounts (and help yourself to a bargain 

10 Wks Wednesday 09.09.09  -  18.11.09 3.00  -  5.00 Dianne Sandom Free 

10 Wks Tuesday 12.01.10  -  24.03.10 3.00  -  5.00 Dianne Sandom Free 

10 Wks Tuesday 13.04.10  -  22.06.10 3.00  -  5.00 Dianne Sandom Free 

 


