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About Us & Our Services:
All courses are run at a minimal cost to keep the expense down, so we come to your
location and we can also provide some laptop computers and portable Wi-Fi connection if
needed, although a learner using their own laptop is an advantage and a fixed Broadband /
Wi-Fi is generally faster than the portable version and is thus a more desirable connection.
We can also tailor any of the course content to suit any of your specific requirements and
modules can be separated into individual courses as required.
We employ a range of teaching methods, including the use of web based resources, handouts and both group and individual tutoring.
All courses come with a Certificate of Attendance, with some having a course assignment
and/or end of course test with a Certificate of Achievement
Some courses have documentation, which is supplied as a computer file; paper copies are
also available
Memory Sticks are an advantage for keeping work secure and can be provided if required.

If you have a specific course or topic in mind that is not listed please contact us as we
can modify course content and create new content as required.
New courses are being developed and added to our portfolio all the time, so please
ring or check our website for the most up to date list of courses and services.

www.ledgardconsulting.co.uk

The Complete Course Solution
Within our unique complete course solution, we provide:
✓ Laptops
✓ Portable Wi-Fi
✓ Computer Projector
✓ Printer
✓ Notebook & Pen
✓ 16G Memory Stick (Computer courses)
Our Courses can be run in virtually any location and not reliant on an I.T. Suite and IT
support facility. Handouts are provided on paper where necessary and also
electronically on the provided memory sticks.
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Courses
Course: Getting On line for the Beginner
Introduction:
This course is designed for the complete beginner, someone who has never touched a
keyboard before and who needs to acquire the knowledge to enable use of a computer to
Search for jobs, apply for help and benefits, send emails to friends and family, join social
networks, find free and affordable products and shop securely and confidently on-line.
Effective job hunting needs to be done on-line nowadays, plus the internet and open up all
sorts of savings, from comparing tariffs for electricity to buying on-line from large retailers
to using eBay and the Freebie and swop sites on Facebook

Course Outline:
•
•
•
•
•
•
•

•

•

The Computer: understand the parts of the computer and how to use the keyboard and
mouse
Windows: Moving around the desktop, opening and closing windows and menus
Connecting to the internet, opening a web browser, search the internet
Explore the internet, look at some popular sites
Set up an email account and be able to send and receive emails
Job Seeking:
Set up Government Gateway Account
o How to login to the job search Universal Jobmatch site
o Using other job search sites
o Register and login to job sites and company sites
How to shop on-line, find and join freebie & swop sites
o How to buy or reserve goods from a High Street Retailers Web Site
o How to bid, buy & sell on eBay
o How to use the Facebook ‘Swops and Freebies’ Pages and freecycle
o How to be confident in paying securely on-line
Social Media:
o Join Facebook and other social media sites, Like Organisation pages
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Course: Computers in Everyday Life
Introduction:
•

This course is designed to enable learners to obtain the skills and confidence to use their
own computer to make life a little easier.

•

The Computer:
o Understanding the parts of the computer
o Using the mouse and keyboard

•

•

•

•

•

•

•
•

o Opening and closing windows
The Internet:
o How to get on-line,
o Internet browsers
o Searching using Google and other search tools
o Downloading safely
Email:
o What is email?
o Creating an email address
o Accessing, sending and receiving emails
o Sending files and photos
Word-processing:
o Writing letters & documents
o Saving files
o Formatting
Social Media:
o Understanding Social Media (eg, Facebook, Twitter)
o Creating an account, linking up with friends
o Keeping private and privacy settings
Cameras and Computers:
o Connecting your camera and computer
o Saving your photos, backing up, editing photos
Personal Web Sites:
o Making web sites for yourself or an organisation
o Inserting content, sharing it with others
Keeping Safe:
o How to keep safe on line, choosing an Anti-Virus System,
Shopping on-line:
o How to shop on line
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•

o Keeping your information secure
o How to pay on-line without worry
o Best sites to use and sites to avoid
Getting the most from the internet:
o How to get more from the internet
o Sites to help you learn more and find out information, i.e. Local Council,
Government

Assessment:
Short practical test (optional)

Certificate:
Certificate of Achievement with assessment
Certificate of Attendance without assessment
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Course: Using Your Computer
Introduction:
This course is designed for the person who has operated a computer before or those who
own a Computer (Laptop or Desktop) but is unsure of how to use it effectively.

Course Outline:
•

Understanding the file management system of the computer
o
o
o
o
o
o
o
o
o

•
•

•

•

Types of files, extension names
Moving and copying files
Memory Sticks
CD & DVD Drives
Camera Memory cards
Sending files by email
Downloading from the Internet
Software packages
Images

o Music
Installing software packages
Control Panel Basics
o User accounts
o Power Management
o Un-installing Software
Word Processing
o Creating, saving
o Basic Formatting of documents
o Printing and printer set up
Photo Editing
o Photo organising tools
o Editing photos

Assessment:
Short practical test (optional)

Certificate:
Certificate of Achievement with assessment
Certificate of Attendance without assessment
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Course: Computers for Improvers
Introduction:
This course is for those who have a little knowledge and is already comfortable using a
keyboard and mouse

Course Outline:
•

The Computer:
o File management, saving, moving, copying and backing up files
o Setting up WiFi

•

The Internet:
o Browser configurations, favourites, history, incognito
o Safe searching
o Emails, sending and receiving attachments

•

Cameras and Computers:
o Saving photos to computer
o Transferring to Memory Stick
o Managing & enhancing photos
o Creating a Slide show

•

Backing up and keeping secure:
o Backing up your data
o Memory sticks,
o How to make a DVDs,
o Free Cloud drives

•

Keeping safe and secure:
o Understanding secure passwords
o Removing virus programmes
o Keeping those adverts and pop ups away
o Creating secure file vaults

•

On-line Shopping:
o How to shop on line
o Which sites to avoid
o Paying on line safely and securely
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Assessment:
Short practical test (optional)

Certificate:
Certificate of Achievement with assessment
Certificate of Attendance without assessment
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Course: Computing for Beginners with Social Media
Introduction:
This course has been designed to introduce people to social media using their own choice of
technology (computer, tablet or phone)
Basics:
The Computer / Laptop
Windows 7 & 10
File Management, Memory Sticks
Backing up
Passwords and security
Tablets:
Types of tablets and operating systems (Apple, Android, Windows)
Setting up and software updates
Exploring, downloading and installing apps
The Internet:
Internet Browsers
Internet safety
On-line Shopping
Email:
Email types and providers
Set up email
Send and receive emails
Attaching photos and downloading photos
Social Media:
Understanding Social Media (Facebook, Whatsapp, Skype)
Choosing the right Social Media application
Creating accounts, setting up on the computer and tablet

Assessment:
There is no formal test with this course

Certificate:
Certificate of Attendance
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Course: Computers in the Small Business or Community Organisation
Pre-requisites: A course which includes: Basic PC skills, understanding of MS Windows,
access the internet, use of email, basic file management techniques.
Objectives: To gain an understanding as to how to maximise the use of a computer and free
software packages within an organisation or club environment. The complete course is
divided into modules, which can be taken consecutively or separately with each having an
optional test so as to convert an attendance certificate into a passed certificate. Although it
is aimed at software packages that are readily available, it also include the popular packages
i.e., MS Office Suite and the similar free open source versions which are universally
deployed.
Learning outcomes:

•
•

Gain an understanding within each topic with practical examples and exercises, relevant
to the use within an organisation or club.
The optional end of module test of understanding either by multiple choice questions or
a larger structured assignment.

Pre Module Revision:

•

Understanding delegates existing skill and experience

•

Revision of basic skills as required

Club / Organisation / Business activities:

•

Gain understanding of the various activities and examples where the computer could be
used within a club, organisation or small business, understand what delegates want to
achieve.

Module 0: Revision of Basics:
•
•
•

Windows file structure, file and folder management
Memory Sticks
Hard Drives

•

Using two separate screens and/or projector

Module 1: Domain Names:
•

Understanding different domain name extensions, examining the new forthcoming
batch of top level domains which are being released
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•
•

How to choose the correct domain name for your organisation
Registering domain names and taking over control of existing domains

•

Managing a domain name, the role of NOMINET and using the WHOIS Database

Module 2: Email
•
•
•
•

Creating email accounts
Links to domain name
Linking email addresses together
The ‘Web mail’ or ‘email client’ debate

•

Managing multiple email addresses, filtering, forwarding and polling other addresses

•

Keeping passwords safe and secure

Module 3: Word Processing:
•
•
•
•

Document formats, (DOC, DOCX, PDF, TXT)
Create a letter template, adding LOGO’s, use of headers and footers
Creating Agendas & Minutes, Invoices & Estimates templates, use of auto save
Creating Controlled Documentation, i.e. rules, processes, working documents, working
instructions

Module 4: Digital Photography:
•
•
•

Understanding the camera and functions and memory cards
Digital Photos: Saving for use on Web, posters, leaflets
Basic editing (cropping, enhancing, changing pixel size)

•

Protecting your photos, backup systems and on-line albums

Module 5: Desk Top Publishing:
•
•
•
•

Word-Processing -v- Desk Top Publishing
Leaflet and Poster design, enhancing for Ink Jet, web, and commercial printing
Creating a newsletter and folded publications
Effective use of clip art and images, pitfalls between printed and web published material

•

Clipping images from the desktop screen, PDF to JPEG conversion

Module 6: Spreadsheets:
•

Basic understanding, what are they used for, how are they used

•
•

Basic lists, sorting
Basic accounting, use of formulas to calculate fields
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•

Using and linking multiple tabs in a workbook

•

Exporting into other software

Module 7: Presentations:
•
•

Creating and displaying information using presentation software
Using templates, transitions and animations

•

Creating Handout pages and Notes Pages

Module 8: Web Sites:
•
•
•

Creation of a web site, linking to domain names
Types of pages: Basic, Gallery, Contact
Uploading photos, videos, linking to social media, (Facebook [Groups and pages] /
/Twitter/Youtube / Blogs)

Module 9: Data Protection:
•
•

Data security (secure files / passwords)
Backing up data (local / cloud)

•
•

Memory Sticks
DVD’s

•

External Hard Drives

Module 10: Other operating systems: Utilising other computer types
•

How to use an Apple MAC (iMAC, MAC Book)

•

Using Linux

Assessment:
Short multiple choice test (optional)

Certificate:
Certificate of Achievement with assessment
Certificate of Attendance without assessment
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Each of these modules can be
taken as individual courses in
their own right, although there
may be pre-requisites required
for some of the modules.

Course: Using WORD
Introduction:
This course is designed for those who have already a working knowledge of a computer, but
would like to maximise its use within their personal or working lives
•

Word Basics:
o Starting WORD, file names and conventions, variations of document types & ,
compatibility, Help files

•

The WORD Window:
o Menus, toolbars and ribbons, view options

•

Documents:
o Creating, saving, opening, editing, copy, cut, paste

•

Formatting:
o Fonts, sizes, colours, alignment, highlighting, format painter
o Bullet points and numbered lists

•

Inserting:
o Photos, Clip Art, Word Art
o Tables
▪ Formatting
o Headers & Footers
▪ File names
▪ Page numbers
▪ Text boxes

•

Special features:
o Spell & Grammar checking
o Find and Replace

•

Printing:
o Choosing a printer or file

•

Configuration:
o Setting up defaults
o Custom Menus and Toolbars

Assessment:
Create a formatted letter, include formatted table with data & print

Certificate:
Certificate of Achievement with assessment
Certificate of Attendance without assessment
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Course: Working with EXCEL
Introduction:
This course is designed for people who are confident in using their computer, but need
additional skills to undertake specific tasks using spreadsheets
•

Spreadsheet basics
o Starting Excel, file names and conventions, variations of excel, compatibility,
Help files

•

The Excel Window
o Workbooks, worksheets, toolbars and ribbons, menus, formula bar, rows,
columns and cells

•

Data types
o Numbers, integers, text, date, time, currency, decimal points

•

Data
o Entering, editing, deleting

•

Formulas
o How to enter a formula, common formulas, formula shortcuts

•

Formatting
o Colours, fonts, borders, conditional formatting

•

Manipulating Data
o Sorting, find and replacing
o Creating Charts

•

Saving your work
o Save as current excel file, older versions of excel, different formats: PDF, CSV,
TEXT

•

Printing your spreadsheet/s
o Configuring your printer, formatting your page, headers & footers, fitting al
your data sheet onto one page

Assessment:
Entering data, adding in formulas, manipulating the results, printing

Certificate:
Certificate of Achievement with assessment
Certificate of Attendance without assessment
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Course: Creating presentations with POWERPOINT
Introduction:
This course is designed for those who already have some knowledge of using Windows &
WORD and would like to enhance their skills to include the creation of presentations using
Powerpoint
Powerpoint basics:
Starting up, saving in different format
The Powerpoint window:
Menus, toolbars and ribbons, view options
Presentations:
Creating a new presentation, adding new slides, layouts, changing designs, adding text and
bullet lists. Adding presenter notes to slides.
Inserting Images and enhancements:
Pictures, Clip Art, adding shapes, excel charts, text boxes
Formatting, adding hyperlinks
Animating your presentation:
Slide transitions
Adding animations
Showing your slides:
Presenter view
Dual Screens
Printing your slides:
Full size, multiple on a page, notes pages

Assessment:
Create a presentation of learners own topic using bullet text, text boxes, clip art and
photograph, include different page layouts, themes, slide transitions and animation.
(optional)

Certificate:
Certificate of Achievement with assessment
Certificate of Attendance without assessment

16

Course: ‘Train the Trainer’ in Computer & Technology Support:
Introduction:
This course is designed for support staff and volunteers to enable them to help and assist
their service users and clients get more from their own computer. It covers a comprehensive
of topics which commonly cause problems within the community.

Course Outline:
•

Teaching principals

•
•
•
•
•

The Computer
Software
File Management & backing up
The Internet & Broadband
Browsing and searching

•
•
•
•

Email
Word processing
Job Seeking, CV’s and Cover letters
Shopping and paying safely on line

•

Virus protection, security and passwords

•

Social Media

The course includes an assignment which is the preparation and delivery of a 10 minute
session on one of the topics covered.
Materials provided in the course include a memory stick with loaded resources & paper
based handouts.

Assessment:
Prepare and deliver a 10 minute Micro teach

Certificate:
Certificate of Achievement
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Course: Getting to Grips with your new device
Windows 10 Laptop, Desktop Computer, Smartphone or Tablet, (iPAD or Android)

Introduction:
A course designed for the new laptop user and how get the most out of it including linking
with a Smartphone or Tablet. (We specifically tailor this course for your device type)

Course Outline:
•

Initial set up
o Connect you to the Web
o Web Browsers
o Safe Downloading and installing
o Configure your email
▪ Using popular web mail systems
▪

•

Configuring Email Clients

Using a word processor
o Creating Documents and Letters
o Saving Documents and Files
o Printer set up

•

Connecting your Digital Camera
o Transfer photos
o Saving and backing up securely

•

Phones & Tablets
o ANDROID System
▪ Linking to your Google Account
o APPLE: iPhone & iPad
▪ Using iTunes

Assessment:
There is no assessment for this course

Certificate:
Certificate of Attendance
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Course: Understanding your Tablet (Apple iPAD or Android)
Introduction:
These are two separate courses which are very similar in nature but work through the setting up and
operation of either an Apple iPad or an Android Device (Samsung, Lenovo, Acer etc). It is tailored for
mainly the older person who needs to get in-line.

Course Outline:
•

The Device: The physical operation, buttons and controls

•
•
•
•
•

The Operating System:
Connecting to WiFi and the Internet
Settings: understanding the various settings and how to tailor to specific needs
Using the built-in cameras and the Photo applications
Downloading applications

•

Using the device to communicate: Skype, Facetime, Facebook video

•

Interfacing with a computer

Assessment:
There is no assessment

Certificate:
Certificate of Attendance

Note:
Each course is dedicated for either iPAD or Android- one type of device at a time, we do not mix up
the tablet types within the course.
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Course: Web Authoring or Blogging
Introduction:
A course designed to show how to publish yourself on-line. Creating a personal web site and
linking it to a personal or organisational blog.

Course Outline:
•

Creating a personal web site (e.g. About.Me)

•

Types of Blog Sites (and/or)
o Blogger or Blog Spot
o Wordpress
o Site Blog

•

Setting up the blog
o Adding photos
o Sharing blog with others

Assessment:
•

Assignment create a small web site or blog (optional)

Certificate:
•
•

Certificate of Achievement with assessment
Certificate of Attendance without assessment
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Course: Getting the best out of your digital camera or phone
Introduction:
This course is designed to allow anyone who has a digital camera or smartphone make the
best use of its facilities
The Digital Camera
Types, Compact Systems, Compact, SLR
Interchangeable lenses - Focusing Auto / Manual, Macro mode
Memory Cards
The Phone Camera
Types of modes
Photo types (JPEG, RAW,)
Photo size (Mega pixels)
Exploring your camera’s features
Red eye reduction
Sports mode / Landscape mode
Multi exposure
Zoom, optical / digital
Screen (live view) / Viewfinder (optical / electronic)
Self-timer
Flash and when to use it
Getting a balance
Controlling exposure
ISO Settings
Aperture & F Stops
Shutter speeds
Auto mode / manual modes
Taking that shot!
Depth of Field
Scenes modes (sport, portrait, landscape)
Using tripods
Composition
Linking to the Computer
Downloading photos from camera and phones (different variations)
Photo Management Software (cropping, effects & retouching)

Certificate:
Certificate of Attendance (no formal assessment)
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Course: Video Making & Editing
Introduction:
This course is designed for people to visualise, plan,
create, edit and publish a short movie using modern
digital equipment in 4 separate modules over 6 weeks.
No previous knowledge of using a video camera is
required, but some knowledge of using a Windows
Computer is an advantage. It covers using a professional
HD video camera which is available for use on the course,
plus it is encouraged for students to use their own
cameras also.

Course Outline:
Module 1: Basic skills
Operating and understanding the equipment, camera, tripod, lighting
Module 2: Planning and Pre-Production
Concept, Story, Script, Storyboard, locations, wardrobe
Module 4. Production
Directing, Acting, Filming
Module 5. Post production
Editing, Titles, Credits

Assessment:
There is no formal assessment

Certificate:
Certificate of Attendance
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Course: Event Planning and Management
Introduction:
A Course designed to walk through the process of organising an event, from a small evening
show to a large full day Gala or Festival.

Course Outline:
•

Types of Events
o Understanding the characteristics of different types of events
o Choosing a venue, inside or outside

•

Funding the event
o Fundraising Methods
o Grant Funding
▪ Writing a successful bid

•

Public Relations
o Types of publicity
o Creating the PR materials
o Getting the message out

•

Security
o Why do I need security?
o Managing Security

•

Insurance
o What insurances do I need?
o Where do I get it from?

•

Rules, Regulations, Licenses & Legislation
o Understanding the legal requirements
o Types of Licenses

Assessment:
Assignment: Create a plan for an event (Optional)

Certificate:
Certificate of Achievement with assessment
Certificate of Attendance without assessment
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Course: Getting your Message Known…. A Guide to Public Relations
Introduction:
This is a course which takes a look at the various forms of Public Relations activities which
can be done by the small business or community organisation to get their message known, it
only uses software which is available free of charge to all.

Course Outline:
•

Printed Form of PR
o Newsletters & Leaflets
o Type of newsletters
o Pages, Sizes, Formats
o Designing for appropriate distribution: on-line or print methods
o Creating a newsletter
▪ Adding text, photos, & Clip Art

•

Social Media
o Creating Facebook Pages
▪ Posting information and events
▪
▪
▪

Adding photographs
Linking posters
Administrators

•

Twitter
o Creating posts
o Adding photographs
o Linking Posters

•

Web Site
o Available Free hosting packages
o Creating and registering an appropriate domain name
o Linking domain to web site
o Creating appropriate email addresses, re-directing to other addresses

•

Banner design and printing

Assessment:
Assignment (Optional)

Certificate:
Certificate of Achievement with assessment
Certificate of Attendance without assessment
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Course: Health & Safety Awareness
Introduction:
An awareness of the essentials of Health & Safety and is suitable for introducing new
employees to Health & Safety in your company or just as a refresher

Course Outline:
o
o
o
o
o
o
o
o

The Law
Responsibilities
Accidents
Hazards
Near Misses
Risk Assessments
Personal Protective Equipment
Reporting

Assessment:
Short multiple-choice quiz

Certificate:
Certificate of Achievement
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Course: Fire Safety Awareness
Introduction:
An awareness of Fire Safety and is suitable for introducing new employees to Health &
Safety or as a refresher

Course Outline:
o
o
o
o
o
o
o
o

Responsibilities
The Fire and Causes
Fire Classifications
Fire Extinguisher Types
Detection
Evacuation and Escape Routes
Discovering a Fire?
Fighting a Fire

Assessment:
Short multiple-choice quiz

Certificate:
Certificate of Achievement
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Course: Principals of Electricity
Introduction:
•

A beginner’s guide to Electricity in everyday life

Course Outline:
•
•

•

•

Understanding Electricity
Keeping Safe in the home
o The Fuse board
o Safety Breakers
o Using extension leads
The 3 Pin (& 2 pin) Plug:
o Checking
o Rewiring
o Correct Fusing
o Plug in adapters
Costs of electrical appliances
o Understanding your Electricity Bill
o Working out the cost of running appliances

Assessment:
There is no assessment

Certificate:
Certificate of Attendance
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Course: Electrical Safety – a course for Managers and Users
Introduction:
•
•

Provide the fundamentals of Electrical Safety in the workplace for Managers and
what has to be done
Provide users, employees and volunteers with an understanding of how to perform
safety checks and identify faults prior to using a piece of electrical equipment and
what to do if it is found to be faulty

Course Outline: (Approx 1.5 to 2 hours)
•
•
•
•

•

The Law
o What you need to know
Equipment Types
o Classifications of equipment
Testing
o Formal and informal test and inspection
User Checks
o How to identify faults
o What to look for
o Reporting processes
Personal Items in the work place
o The pitfalls of bringing personal electrical equipment into the workplace

Includes: Copy of notes and relevant published handouts

Learning method:
Tutor presentation, practical demonstrations, delegate group exercises

Assessment & Certificate:
Short multiple-choice quiz (80% pass mark) with Certificate of Achievement
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Course: Manual Handling
Introduction:
This is a short course for employees and/or volunteers to work safely while at work and
minimise the risk of injury. It includes a short theory session followed by practical examples
and tasks.

Course Outline:
•
•
•
•
•
•

Responsibilities
Definitions
Stairway to Safety
Safe Techniques
Two-person operations
Trolleys

Assessment:
•
•

Short multiple-choice test
Practical exercise

Certification:
•

Certificate of Achievement
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Course: COSHH for Managers & Users
Control of Substances Hazardous to Health
Introduction:
A course to for both Managers and Users to understand what is needed to comply with
COSHH Regulations.

Course outline
•
•
•
•
•
•

What is COSHH?
The Law
What is covered within COSHH?
Identifying Symbols
Substance Management
o Storage
Documentation Management
o Safety Data Sheets
o COSHH Risk Assessment
o COSHH Register

Assessment:
•

Short multiple-choice test

Certificate:
•

Certificate of Achievement

30

Course: Electrical Safety - a course for the Competent Person
Introduction:
A course to train a Competent Person how to be the Electrical Safety Lead and undertake
the required Formal Visual Inspection Electrical Appliances and Equipment

Who is this course for?
A member of staff (including shop owners or Managers) who is able to take on the role as an
organisation’s lead person for electrical safety known as “The Competent Person”.

Course Outline: (Approx. 4 hrs)
•
•
•
•
•
•
•
•

Principals of Electricity
The Law
Classes & Types of equipment
Working Environments
Inspection frequencies and test regimes
Visual inspections, identification of faults & minor repairs
Record keeping
Use of software solutions

Assessment:
Short multiple-choice test
Practical test

Certificate:
Certificate of Achievement
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Course: PAT Testing - a course for the Technician
Introduction:
A course to train a Competent Person how to be the Electrical Safety Lead and undertake
the required Inspection and Test of Electrical Appliances and Equipment

Who is this course for?
Someone who has some working knowledge of electricity and working with hand tools, who
is able to take on the role as an organisation’s lead person for electrical safety known as
“The Competent Person” and as the organisations PAT Testing Technician. Also, ideally
suited for anyone who wishes to re-train into a new career in self-employment

Course Outline: (Approx. 6 Hrs)
•
•
•
•
•
•
•
•
•

Principals of Electricity
The Law
Classes & Types of equipment
Working Environments
Inspection frequencies and test regimes
Visual inspections, identification of faults & minor rewire or repairs
PAT Testing
Record keeping
Use of software solutions

Assessment:
Short multiple-choice test
Practical test- inspecting, rewiring & repairing minor faults

Certificate:
Certificate of Achievement
A kit of tools, PAT Testing Handbook, IET 4th Ed Guide is provided as part of this course
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Course: Introduction to Electronics
Introduction:
This course is designed to introduce the learner to the basics of electronics, including safety,
electrical principals, ohms law, components and how to use them to build basic circuits
using a practical experiment kit.

Who is this course for?
Anyone who is interested in understanding more about the mysteries of electronics, it gives
a starter to those who would like to go further i.e., as a change of career or just for interest

Course Outline: (Approx 6 hours – 1 day or 2 half days)
•
•
•
•
•

Principals of electricity
Ohms Law
Basic Component
Series and parallel circuits
Design and construction of circuits

The course is 30% theory with 70% practical creating with components and circuits using a
practical experiment kit.

Assessment:
There is no assessment

Certificate:
Certificate of attendance
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Course: Practical Maths – Numeracy for use in everyday life
Introduction:
This is designed for those who want to learn how numeracy can be used to enhance their
everyday lives, either as a complete beginner or someone who just wants to improve their
understanding. It is based on a series of everyday activities and shows how maths and
numeracy plays its part.
Basics:
The main mathematical operators (Add, Subtract, Multiply & Divide)
Understanding Fractions, Decimals and Percentages
Examples: Adding VAT onto prices
Units:
What are units and what do they mean? (Milli, Mega)
Example: What does ‘Meg’ mean?
Lengths, widths & areas:
Understanding and measuring lengths and working out areas
Example: Working out the size of your garden or room for a carpet.
Weights & measures:
Understanding weights, what is a Kilogram? What is a Ton or Tonne?
Example: Measures of liquids, what does 5ml of salt in a recipe mean?
Money:
Understanding Currency
How to work out exchange rates when travelling abroad
Example: Working out change, working out discounts
Electric & Gas:
Understanding how utilities bills are made up
Example: How to calculate how much electric you are using, how much is it costing me
Each session consists of a brief theory followed by how it can be practically applied, the
examples quoted are for illustration purposes, examples can be tailored to the learners
individual needs if required. Including the use of calculators.

Assessment:
Assignment (Optional)

Certificate:
Certificate of Achievement with assessment
Certificate of Attendance without assessment
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Course: Speaking English
Introduction:
A course designed for people whose first language is not English and help then within their
everyday life. There are 2 course profiles, one for the younger person with a family, one for
the older person. Each profile uses a combination of the conversation scenarios below with
additional scenarios added after learner consultations.
Each week a different scenario is covered
•

•
•

•

•

•

•

Health Matters:
o Booking appointments at Doctors, dentists, hospitals and clinics
o Buying and fulfilling prescriptions at Chemists
Money Matters:
o Dealing with Telephone banking
o Dealing with over the counter banking
Council and Housing:
o Housing issues (Rent & Repairs)
o Council Tax
o Refuse collections
Utilities:
o Gas
o Electricity
o Water
Postal:
o Understanding the postal system
o Stamps and envelope sizes
o Parcels
o Postal services products (ie, signed for, registered, next day)
Nursery & School:
o Starting school (applications & home visits)
o Parents evenings
o Understanding Exams and tests (SATS / GCSE)
Transport
o Buses
o Trains
o Car Maintenance / Service Stations

Assessment:
There is no assessment

Certificate:
Certificate of Attendance
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Course: Essential Skills for Everyday Life- Numeracy, Literacy & IT
We can provide support and guidance for a variety of on-line courses in various topics. Learners can
work at their own pace and our staff can provide specific support as required.

Numeracy:
This is a support service for the Numeracy / Numbers / Maths on-line courses which are
ideal for those who need to improve their number skills or just need more confidence in
handing numbers for either everyday life, improving job prospects or within their day to day
work.

Literacy:
.
This is a support service for the English /
Literacy / Reading on-line courses which are
ideal for those who need to improve their
literacy skills or just need more confidence
for either everyday life, job applications or
within their day to day work.
Com

Computers & Information Technology
This is a support service for the
various on-line I.T. courses which
are available, the courses are
ideal for those who wish to
progress at their own speed
whenever they want to improve
either their job prospects or day
to day work.

The services here are to support a various number of different courses
from a variety of different free on-line sources. We can advise on the best
course to start the learning journey on.
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Course: Conflict Resolution
Introduction
A course for staff to understand and identify what causes conflict and how to defuse and
resolve situations. (Approx. 2 hours)

Course Outline:
•
•
•
•
•
•
•
•
•
•

Warning & Danger Signs
Contributing Factors
Behaviours
Body Language
Communications
Listening Skills
De-escalation
Risk Assessments
Reporting
After Effects

Learning Method:
•
•
•

Tutor talk
Group exercises
Group discussions

Assessment:
A multiple choice test

Certificate:
Certificate of Achievement
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Services
Employment Support: Work Club /Job Shop / Library / Internet Café
Support
Introduction:
A service to support users of the Job Shop, Library or Open Access / Internet Cafes to assist
with basic computer operations. i.e., emails, saving, printing, attaching CV’s and letter to
emails and job applications. This can also be delivered as a structured course, including the
supply of a Memory Stick and ‘My Learning Journey’ work book

Activity:
•

I.T. Skills (Assume basic PC operation)
o Managing emails
o Searching and applying for jobs using:
▪ Universal Job Match
▪ Other job sites
o Copy and Pasting cover letters into on-line applications

•

CV Creation
o Mapping out a CV (use of concept mapping techniques)
o Creating a CV on WORD
o Tailoring CV’s for specific roles and jobs

•

Cover Letter Creation
o Mapping out a generic cover letter / reasons for application
o Tailoring for specific job /roles
o Tailoring to specific person specification requirements

•

Application forms
o Matching job spec to skills
o Completing the application

•

Interviews
o Preparation
o Practice interview
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Short Term / Stop Gap Community Organisation & Project Continuity
Service
Introduction:
Most community organisations operate on funding for specific projects, which effectively
means that a particular service is funded for a definite amount of time, e.g., 3 years. These
funds will also include salary for the project staff. Difficulties can occur when a staff
member leaves the organisation or is absent due to say; long term sick, maternity leave, etc.
before the official end of the project. Ledgard Consulting offers a service which can quickly
pick up the reigns of the project and continue the work on a short-term basis or even on a
longer term basis until the project comes to an official end. The project cover can be either
full time, or on a sessional basis both of which will fall into the ongoing budget of the
project.

Activity:
The activity will of course depend on the organisation and project itself, but Ledgard
Consulting are able to provide staff with the relevant skills to cover and maintain the good
work.

Skills:
•

Tutoring in a variety of subjects
o I.T. Skills: Basic Keyboard, Internet, Email, Word Processing, Desk Top Publishing
o Using Computers for Everyday Life
o Maths Skills
o English Skills
o Digital Photography
o Digital Video Making

•

Motivational Sessions
o Life Skills
o Confidence Building
Employability & Work Club Support
o CV’s & Cover letter creation
o Assisting in Job Seeking

•
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Helping Hands Service- Get you going in your own home
Introduction:
The Helping Hands Service provides help with your tech devices in your own home, such as
Laptops, Tablets, Smartphones, Cameras and the connecting of them together plus a wide
range of instructions tailored specifically for the customer.
WHAT WE DO……
This is a bespoke personal service designed to help you
get you going with your new computer, laptop, phone,
tablet or digital camera. We will visit you at your home
and teach you and your family how to set up WiFi /
printer and basic functions of your computer or other
device. If you have a flat screen TV, we can connect it to
the computer so all the family can easily view the
screen.
Our services range from Beginners, through to more advanced use of software (eg, WORD),
how to manage and backup your photo collection, etc. We also provide a memory stick to
enable you to start backing up immediately.

Available Tutor Topics:
•
•
•
•
•
•
•
•
•
•
•
•
•

Setting up your new laptop
Windows 7, 8 and 10 operating systems
Microsoft Office Suite: WORD, EXCEL, POWERPOINT
File management, moving and copying files
Using memory sticks and DVD’s
WiFi Set up & Printer set up
Email: Gmail, Outlook, Hotmail
Recovering Passwords
Using and searching the Internet
Shopping on-line
Managing council and government services on-line
Back up- systems, both local and on-line
Transferring digital photographs to the computer

Protect those precious memories:
We also have a print, slide and negative scanning service, including,
enhancing and retouching old prints
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Ledgard Consulting

Steve Thompson
B.Eng (Hons), C.Eng, FIET, CertNCRQ, SIIRSM

Ledgard Consulting
2 Allenby Drive
Leeds LS11 5RP
m: 07754 391490
e: info@ledgardconsulting.co.uk
www.ledgardconsulting.co.uk
All out tutors are DBS checked and fully insured
(Steve holds an Honours Degree in Electrical Engineering, a Level 3 Award in Education & Training, a
Certificate in working with people with a Learning Disability, a Level 6 Certificate in Applied Health &
Safety, he is a Charted Electrical Engineer, a Fellow of the IET and a Specialist Member of the
International Institute of Risk and Safety Management)

All the information was correct at the time of writing, but we reserve the right to
change course content and assessment methods as required
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