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*| certainly feel better
equipped to do my job and
feel confident in looking at
Project Manager roles.”

Eilidh is Operations Manager for Developing the Young
Workforce in Inverness & Central Highlands.

Her role is to engage with employers and education

to build partnerships to promote vocational pathways,
inspire and inform young people to the wealth of career
opportunities in the Highlands, helping to retain talent.
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Our Mission
& Values

About Us

The Virtual Learning Academy
was created in the heart of the
Scottish Highlands to help people
gain access to learning from their
remote locations. Now this highly
innovative model helps candidates
across Scotfland and beyond.

What We Do

We develop knowledge, skills and
competence via our wide range
of qualifications, apprenticeships
and development programmes for
employees and employers.

Integrity

How We Do It

Our highly innovative model
delivers flexibility to all candidates
and employers. Learning can be
accessed online or in face to face/
online workshops or blended
using both.



Vision

Not everyone learns in the same
way, so why should we all study the
same way?

By applying different learning styles,
students can learn in their own style
with the same outcome.

The key to studying with us is flexibility. If one method does not suit you,
you can move from face-to-face to online or vice versa. We understand,
as the saying goes, that life happens. People experience many barriers to
learning, from geographical limitations tfo funding and personal or work
commitments. Our experienced and determined team will work with you
to overcome barriers and create a plan that works for you.

All our programmes are learner-led. This means the needs of the learner
come first with all our learning.

Learning content contains a range of resources which include PDFs,
elLearning, tools and templates. This helps us meet the needs of all
learning styles.

Our programmes are also employer-led. This means they are delivered in
a way that suits the needs of the organisation. This could be exclusively
online, workshops (face to face or online) or blended using a mixture of
learning methods.

Seeing Hearing Feeling Thinking



Oour Team

Louise Wheeler

Head of Commercial Operations

louise@virtuallearningacademy.co.uk

Mhairi Quinn

Head of Delivery

mhairi@virtuallearningacademy.co.uk

Catherine Sutherland

Director

cath@virtuallearningacademy.co.uk

Michelle Carson

Quality and Compliance Manager
michelle@virtuallearningacademy.co.uk



David Brown

Learning Consultant

Kerry Mackinnon

Learning Consultant
and Finance Manager

Yvonne Bruce

Learning Consultant

Michael Farry

Learning Consultant







Get qualified, retrain or learn something new.

Surprisingly apprenticeships are for all ages. At the Virtual Learning
Academy we deliver two types of apprenticeships:

e Foundation Apprenticeships

e Modern Apprenticeships
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How does my Foundation
Apprenticeship Work?

The Pupil

The pupil selects an area of interest for a potential
future career.

The School

Works with the learning provider to ensure progression
and pupil safety.

The Learning Provider

The learning provider provides online learning content
and meets virtually with the pupil each week.

The Employer

The employer provides work based projects for the
pupil either in the workplace or remotely.

Foundation Apprenticeships

A foundation apprenticeship is for school children in S5 or S6. It provides
them with work experience whilst still at school. Pupils will study online
and will attend a workplace or undertake a work project within the school
environment. This provides them with a higher-level qualification without
the need to sit an exam.

Taken over one or two years by senior phase school pupils alongside
Nationals and Highers, completion of a Foundation Apprenticeship leads
to a qualification at the same level as a Higher.

Recognised by all Scoftish universities and colleges, Foundation Appren-
ticeships support progression on to a job, such as a Modern or Graduate
Apprenticeship, or on to further and higher education.

Foundation Apprenticeships
available with us

Creative & Digital Media
Business Skills

Construction




Modern Apprenticeships

Modern Apprenticeships are for employees of all ages. They provide a work-based qualifi-
cation relevant to the role you are undertaking. As an apprenticeship, it provides funding for
employees to gain the qualification fully supported by the Virtual Learning Academy. We can
provide apprenticeship qualifications in the following subjects:

IT & Telecoms

Project Management Information Security

Customer Services Logistics Operations

Data Analytics Payroll Hospitality Services

Digital Applications Management Facilities Services

Digital Marketing

Professional Cookery Freight Logistic

Hospitality
Management

Occupational Health
and Safety

Creative and Digital
Media

Business
Administration

Facilities
Management

Hospitality
Supervision

“Apprenticeships include different levels of
funding dependent upon age. This allows
employees to gain their Qualifications fully
supported by the Virtual Learning Academy”
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Debbie Scott

Training, Development & Competence Focal Point, ASCO UK

“ASCO has worked with the Virtual Learning Academy (VLA) for over 4 years as part of our

career development programme. VLA has supported us with various Modern Apprenticeship

(MA) schemes, and we currently have 13 members of staff enrolled on a VLA-supported MA. Our
apprentices are given constant support and encouragement throughout their learning experience
and VLA keeps both the Apprentice and Employer up to date the whole way through. The team are
always professional to deal with, efficient and reliable. | personally have found working with VLA

a pleasure and would highly recommend them to any other business looking for a MA training
provider.”




For new and existing
employees of all ages

At the Virtual Learning Academy, we have a wide
range of qualifications. We are fully accredited to
design, deliver and certificate qualifications with
several accrediting bodies.




Our practical
qualifications
are ideal for

managers
and leaders
at any level.

Professional qualifications

Professional qualifications provide the theory to the student’s work in practice. Being a
professional member of the following institutes and gaining a qualification allows for the
employee to access the latest resources and research in their industry.

The Association of Accounting Technicians (AAT) is the UK’s leading

a at professional body offering skills-based accountancy and finance qualifi-
cations which are universally respected and internationally recognised.

We provide the full range of AAT qualifications for those wishing to start
their career in accountancy up to professional accountant status.

Approved

@ The Chartered Management Institute is the only Awarding Body able to
award Chartered Manager status - the ultimate management accolade.
‘ MI,;;;;;;;;E“, All these qualifications are highly valued by employers and could boost
your career prospects.

Vocational qualifications

_ We provide a wide range of vocational qualifications
«SQA I through our partners Scoftish Qualification Authority

(SQA), EAL (SENTA) and CMI.



Accounting qualifications

Certificate in Accounting

These
professional
qualifications
are available at

three levels Professional Diploma

in Accounting

a al“ Undertaking a Professional Qualification
Approved

A professional qualification requires membership of the accrediting body,
in this case the AAT. This allows you to work towards having post nomi-
nals and the benefits of belonging to a professional institution.

You will be provided with learning packs for each module for self-study. A
tutor will be available to support you through the programme. At the end
of each module you are required to sit an assessment. We will identify
and organise the assessment centre closest to you.

The Certificate in Accounting is the introductory level of the AAT suite of
qualifications. You will develop skills in finance administration: double-
entry bookkeeping, basic costing and purchase, sales, and general
ledgers.

The Diploma in Accounting is the intermediate level of the AAT
Accounting Qualifications. It infroduces more complex accounting tasks,
such as maintaining cost accounting records and the preparation of
reports and returns.

The Professional Diploma in Accounting is ideal for anyone wishing to
progress their career In finance. By studying for this qualification students
will acquire professional accountancy and finance skills.

MA

Available as a Modern Apprenticeship

Modern Apprenticeships

From Skills Development Scotland

The AAT suite of Accounting Qualifications is available as a Modern
Apprenticeship.

This means you can access funding or part funding from Skills Develop-
ment Scotland with the VLA if you are employed in a role relevant to the
qualification being undertaken.

It can also be made available to new employees and advertised as an
Apprenticeship in Accounting. We will work with the candidate and
employer to deliver the programme.

17
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We provide a wide range of vocational qualifications through our partners Scottish Qualifica-
tion Authority (SQA), EAL (SEMTA) and CMI.

How do | gain this qualification?

Industry

Our highly innovative model delivers flexibility to all candidates and employers. Learning can
be accessed online or in face to face/online workshops or blended using both.
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Business Administration
);(SQA

About this Qualification

Scottish Vocational Qualifications (SVQs) in Business and Administration are designed to
equip those working in business and administration with the skills and knowledge they need
to demonstrate competence in their job role. Level 5 involves a range of activities with some
degree of complexity and limited autonomy.

Why undertake this
qualification?

The Scottish Vocational Qualifica-
tion (SVQ) in Business and Admin-
istration at SCQF level 5 allows
candidates fo demonstrate compe-
tence in job-related skills in their
area of work and expertise.

Who is this qualification suitable for?

SVQs in Business and Administration are designed for
people at various levels within business organisations
and are therefore appropriate to many job roles, from
junior administrators to office managers. Entry is at the
discretion of the centre. This is a work-based quali-
fication, so candidates should be in a job role which
allows them to provide the required evidence in a
working environment.

Vocational
Qualification

It covers areas such as:
e Undertaking allocated work
e Communication

e Managing own performance
in a business environment

e There is a wide range of
optional units including
document production,
supporting events, meetings
and diaries and customer
service

Image by christina-wocintechchat for unsplash



Vocational
Qualification

It covers areas such as:
e Managing workload

e Communicating and
planning

e Improving own performance
in a business environment

e There is a wide range of
optional units including
work responsibilities,
document production and
design, managing events,
customer service, managing
business resources, and
managing information and
data

Business Administration

}'&S QA

About this Qualification

Scottish Vocational Qualifications (SVQs) in Business and Administration are designed to
equip those working in business and administration with the skills and knowledge they need
to demonstrate competence in their job role.

At SCQF level 6, candidates have a broad range of activities with significant complexity,
responsibility and autonomy, often in a supervisory or team-leading role.

Why undertake this
qualification?

The Scottish Vocational Qualifica-
fion (SVQ) in Business and Admin-
istration at SCQF level 6 allows
candidates to demonstrate compe-
tence in job-related skills in their
area of work and expertise.

Who is this qualification
suitable for?

SVQs in Business and Adminis-
tration are designed for people

at various levels within business
organisations and are therefore
appropriate to many job roles,
from junior administrators to office
managers. Entry is at the discretion
of the centre. This is a work-based
qualification, so candidates should
be in a job role which allows them
to provide the required evidence in
a working environment.
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Business Administration

)KS QA

About this Qualification

Scottish Vocational Qualifications (SVQs) in Business and Administration are designed to
equip those working in business and administration with the skills and knowledge they need

tfo demonstrate competence in their job role.

SCQF level 8 candidates will normally be managers with responsibility for staff and/or finan-

cial or other resources.

Why undertake this
qualification?

The Scottish Vocational Qualifica-
tion (SVQ) in Business and Admin-
istration at SCQF level 8 allows
candidates to demonstrate compe-
tence in job-related skills in their
area of work and expertise.

Who is this qualification
suitable for?

SVQs in Business and Adminis-
fration are designed for people

at various levels within business
organisations and are therefore
appropriate to many job roles,
from junior administrators to office
managers. Entry is at the discretion
of the centre. This is a work-based
qualification, so candidates should
be in a job role which allows them
to provide the required evidence in
a working environment.

Vocational
Qualification

It covers areas such as:

e Managing and being
accountable for own
performance

e Managing work and
communication in a
business environment

e Optional unifs include
business support services,
project management,
managing business
resources, innovation
and change, managing
Information and data,
customer service and
communication




Vocational
Qualification

It covers areas such as:

e Understand customer
service principles

Understand rules that
impact improvements in
customer service

Optional units include
dealing with customers in
writing or electronically,
monitoring and solving
customer service problems
and managing customer
service performance

Customer Service
}'&SQA

About this Qualification

The Scottish Vocational Qualifications (SVQ) in Customer Service at SCQF Level 6 allows
candidates to demonstrate competence in job-related skills in their area of work and

expertise.

Why undertake this
qualification?

The Scottish Vocational Qualifica-
tion (SVQ) in Customer Service at
SCQEF level 6 allows candidates to
demonstrate competence in
job-related skills in their area of
work and expertise.

Who is this qualification
suitable for?

These SVQs are suitable for individ-
uals who are currently in employ-
ment and who wish to obtain a
formal qualification. Entry is at the
discretion of the centre. This is a
work-based qualification, so candi-
dates should be in a job role which
allows them to provide the required
evidence in a working environment
where they are in direct contact
with customers, including roles
such as customer service relations
officers and customer service feam
leaders.

23



24

Diplomain

Data Analytics
HKSQA

About this Qualification

The Diploma in Data Analytics at SCQF level 8 provides learners with a qualification that will
demonstrate their aptitude in this area. This Diploma will develop the learner’s confidence
and awareness of the skills that they have acquired.

Why undertake this
qualification?

The increasing adoption of digital
technologies by businesses in
other sectors creates significant job
opportunities and drives increased
demand for skills in relation to the
use of ICT. The diploma enables the
learner to demonstrate both under-
pinning knowledge and perfor-
mance evidence of competence in
a specialist vocational area.

Who is this qualification
suitable for?

Individuals who are currently in a
role which requires the use of data
analysis techniques and tools

Whilst there is no specific entry
requirement this is a higher-level
Technical Apprenticeship so candi-
dates would be expected to have
demonstrated their capability

to work at SCQF level or have
achieved a Modem Apprenticeship
at SCQF6.

Vocational
Qualification

It covers areas such as:

e Develop personal and team
effectiveness

Principles of data
management infrastructure

Data analysis tools
Data analysis: Data science

Health and safety in IT and
telecoms




Vocational
Qualification

It covers areas such as:

Developing personal and
team effectiveness

Health & safety in IT and
Telecoms

Understanding the potential
of IT

Digital information
management

Digital communications

Digital network
environments
Optimising IT system
performance

Diploma in Digital

Application Support
IKSQA

About this Qualification

This Diploma in Digital Application Support provides learners with a qualification that will
demonstrate that they can froubleshoot and solve problems using a range of different appli-
cation software packages appropriate to the business context in which they are working.

It Is a broad-based qualification allowing some scope for specialisation in structured data
processing, web or multimedia applications or help desk application support.

Why undertake this
qualification?

The increasing adoption of digital
technologies by businesses in
other sectors creates significant job
opportunities and drives increased
demand for skills in relation to the
use of ICT. The diploma enables the
learner to demonstrate both under-
pinning knowledge and perfor-
mance evidence of competence in
a specialist vocational area.

Who is this qualification suitable for?

Those working in offices across all industry sectors
acting as the ‘expert’ in application software.

Those providing help and support to colleagues to
relieve the pressure on technical IT help desks.

People working in IT help desks.

People in smaller businesses taking responsibility
for sefting up systems, users and day to day frouble-
shooting.

25
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Diplomain

Creative Media
HKSQA

About this Qualification

This diploma covers a wide range of areas within creative media. More specifically, it covers
presenting ideas and information to others in the creative industries, working effectively with
others and developing one’s own professional practice. In addition, it includes managing and
marketing oneself as a freelancer and ensuring one’s own actions reduce risks to health and
safety in a creative industry environment.

Why undertake this
qualification?

This diploma allows learners to
demonstrate their aptitude in
creative media. It will develop the
learner’s confidence and awareness
of the skills that they have acquired
which they can use for employment
and/or further study.

Who is this qualification suitable for?

The main target audience for the Diploma in Creative
Media is those currently employed in the creative
industries sector.

Vocational
Qualification

It covers dareas such as:
e Production
e Radio

e Social media/marketing
communications

e Video journalism

Image by john-schnobrich for unsplash



Vocational
Qualification

It covers areas such as:

e Understanding the business
environment

Understanding legal,
regulatory and ethical
requirements in sales or
marketing

Using collaborative
technologies

Principles of marketing and
evaluation

Developing professionalism

Digital marketing metrics
and analytics

Also choose from a range of
optional units

Diplomain

Digital Marketing

}"&S QA

About this Qualification

Digital marketing is the marketing of products or services using digital media such as smart-
phones, social media, tablets, TVs and game consoles to reach consumers. The Diploma will
enable learners to demonstrate their aptitude in digital marketing and the new skills and
confidence that they gain will be useful in employment and further study.

Why undertake this qualification?
Digital marketing is growing in importance.

Using digital marketing you can reach an enormous
audience in a way that is both cost effective and
measurable.

You can save money and reach more customers for

less money than fraditional marketing methods. Get
to know your audience and allow them to know you
personally which can help to create brand loyalty.

There are an increasing number of careers and oppor-
tunities in this area.

Who is this qualification
suitable for?

Individuals who are currently in
employment and who wish to
obtain a formal qualification.

Employers who wish their
employees to obtain short, contin-
uing professional development
courses.

Mature candidates who may have
been out of education for some
time.

School leavers who are undertaking
an apprenticeship programme in
Digital Marketing.
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Diploma in IT & Telecoms
HKSQA

About this Qualification

The Diploma for Information Technology and Telecommunications Professionals at SCQF

level 6 provides learners with a qualification that will demonstrate their aptitude in this area.

This diploma develops the learner’s confidence and awareness or the skills that they have
acquired, which they can use for employment and/or further study.

Why undertake this
qualification?

Competence qualifications are first
and foremost about what people
can do. They go beyond technical
skills to include planning, problem
solving, dealing with unexpected
occurrences, working with other
people, and applying the knowl-
edge and understanding that
underpins overall competence.
Assessment is carried out in the
workplace, which minimises any
time learners would need to be
away from their workplace.

Who is this qualification
suitable for?

Individuals in a variety of IT occu-
pational roles in which IT practice,
support or management is the
major focus of the job and not
peripheral to it. Roles could include
Hardware Engineer, Network
Planner, Web Designer, Software
Designer, Telecommunications
Engineer.

Vocational
Qualification

It covers areas such as:

e Customer care for IT and
telecoms professionals

e Personal effectiveness

e Health and safety in IT and
telecoms

e Also choose from a range
of optional units which
include system operation
and management, computer
programming, fault
diagnosis, technical advice
and many more relevant to
the role of the candidate




Diploma in IT & Telecoms
Vocational g
Qualification )&SQA

It covers areas such as:

Data management . .ge .
; 9 About this Qualification
infrastructure

The Diploma for Information Technology and Telecommunications Professionals at SCQF

Data modellin
9 level 8 provides learners with a qualification that will demonstrate their aptitude in this area.

Computer games
development

Principles of information
governance and assurance

Working with IT and
telecoms hardware and

equipment, and a wide Why.t.!nde.rtqke this Who is this qualification suitable for?

range of optional units to qualification? The Diploma for Information Technology and Telecom-
match with the learner job This qualification will provide munications Professionals at SCQF level 8 is suit-

role learners with the technical knowl- able for people in roles in which IT practice, support

edge and skills to work confidently ~— or management is the major focus of the job. The
in their chosen area of IT/telecoms diploma is suitable for those with prior experience in IT

and to complete practical tasks in who are able to operate with some autonomy, or who
the workplace. Learners will be able are taking responsibility for the work of others. Suit-
to manage IT software and hard- able roles include:

ware with confidence in the areas

X * Business analyst
they have studied.

e Computer games designer

e Computer games technical support manager

e Computer hardware engineer

29
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Certificate

in Accounting
aat

Approved

About this Qualification

A student completing this qualification will develop skills in double-entry bookkeeping and
will understand how to use journals, control accounts and a trial balance. Students will also
gain an understanding of accounting software packages, how to process financial informa-

tion in accordance with company procedures and schedules, and how to provide information

to colleagues, suppliers and/or customers as required.

Why undertake this
qualification?

Students should choose the Level 6
Certificate in Accounting if they’re
interested in developing transfer-
able business and personal skills
alongside their core accountancy
skills. This qualification may also
be valuable for those entering the
workplace for the first time or for
those changing careers who would
like additional support in up-skilling
to enter, or re-enter, a business
environment.

Who is this qualification suitable for?

The Level 6 Certificate in Accounting is ideal for
anyone wishing to study accountancy and finance
alongside a range of complementary business and
personal skills.

The purpose of the Level 6 Certificate in Accounting
is to offer the foundation accounting knowledge
needed fto progress to employment or further study
in accountancy and finance, alongside business and
personal skills that are transferable to any sector and
additional business knowledge relevant to account-
ancy. The qualification offers a broader focus across
several subject areas which enhances employability
and is particularly suitable for young people studying
full-time.

Vocational
Qualification

This qualification
compromises four
mandatory units:

¢ [ntroduction to bookkeeping

e Principles of bookkeeping
controls

¢ Principles of costing

e The business environment




Vocational
Qualification

This qualification
compromises four
mandatory units:

e Business awareness

e Financial accounting:
Preparing financial
statements

Management accounting
techniques

Tax processes for
businesses

Diploma
in Accounting
aat

Approved

About this Qualification

The Level 7 Diploma in Accounting covers a range of essential and complex accounting
tasks, including maintaining cost accounting records and the preparation of reports and
returns. Key themes have also been introduced throughout the suite of accounting

qualifications including technology, ethics, sustainability and communication.

Why undertake this qualification?

The Level 7 Diploma in Accounting is a potential
route info employment with a globally recognised
qualification accrediting the skills and knowledge
required by employers. On completion, students can
successfully undertake a role in finance. It can also be
a stepping-stone to further education, with students
progressing onto the Level 8 Diploma in Professional
Accounting. It may be suited to students studying
part-time alongside employment or to those already
working in finance. This qualification will also suit
those looking to gain the skills required to move into
a career in finance as it provides a clear pathway

tfowards a successful career in accounting and finance.

Who is this qualification
suitable for?

The Level 7 Diploma in Accounting
offers technical training in
accounting and is ideal for anyone
wishing to pursue a career in
accountancy or finance.

The purpose of the Level 7 Diploma
in Accounting is to provide
students with the specialist knowl-
edge and skills required to progress
to employment in an accounting or
finance role, or to further study in
accountancy and finance.
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Professional Diploma
in Accounting

aat

Approved

About this Qualification

The Level 8 Diploma in Professional Accounting covers high-level accounting and finance
topics and tasks. Students become comfortable with a wide range of financial management
skills and applications and gain competencies in drafting financial statements for limited
companies, recommending accounting systems strategies and constructing and presenting
complex management accounting reports. Students can also learn about specialist areas
such as tax, auditing, credit and debit management and cash and financial management.
Key themes have also been introduced throughout the suite of accounting qualifications,
including technology, ethics, sustainability and communication.

Why undertake this qualification? Who is this qualification

i ?
Students should choose the Level 8 Diploma in Profes- suitable for:

sional Accounting as it maximises opportunities for
employment within a wider accountancy context.

The Level 8 Diploma in Profes-
sional Accounting offers technical
tfraining in accounting and is ideal
for anyone wishing to pursue or
progress their career in account-
ancy or finance.

In developing this qualification, AAT has carried out
extensive consultation with and received input from
a wide variety of stakeholders, including industry
experts, employers and training providers. AAT quali-
fications benefit from being globally recognised and
they’re valued by leading employers, from small high
street firms to large accountancy businesses.

The purpose of the Level 8 Diploma
in Professional Accounting is to
enhance the skills developed from
the Level 7 Diploma in Accounting,
enabling students to maximise
opportunities in their current or
new employment.

Vocational
Qualification

This qualification
compromises three
mandatory units:

Applied management
accounting

Drafting and interpreting
financial statements

Internal accounting systems
and controls

And two specialist units
from a choice of five:

Business tax
Personal tax
Audit and assurance

Cash and financial
management

Credit and debt
management




Certificate in Payroll
IKSQA

Vocational
Qualification

It covers areas such as:

e Employment legislation
for payroll reporting, PAYE,
income tax, and National
Insurance contributions

About this Qualification

The Certificate in Payroll at SCQF level 6 is a work-based qualification that provides learners
with a qualification that will demonstrate their aptitude in this area. The Certificate in Payroll
at SCQF level 6 is a new work-based qualification that provides learners with a qualification

e |t also covers determining
gross pay, payroll
verification and
reconciliation, computerised
payroll administration, and
payroll processing

that will demonstrate their aptitude in this area.

Why undertake this
qualification?

This competence-based qualifica-
tion will develop the learner’s confi-
dence and awareness of the skills
that they have acquired, which they
can use for employment and/or
further study.

Who is this qualification
suitable for?

This Certificate in Payroll is suitable
for those currently employed in an
internal or outsourced payroll func-
tion who are looking to enhance,
develop or certificate their skills
and experience.
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Hospitality Services
SCQF level 5 YXSQA

About this Qualification

This qualification has a wide range of optional units and is ideal for anyone who has a varied
role in the hospitality industry — for example staff working in small hotels, restaurants, or cafes
whose role covers housekeeping, reception, food preparation and food/drink service.

Why undertake this
qualification?

The Scottish Vocational Qualifica-
fion (SVQ) in Hospitality Services at
SCQF level 5 allows candidates to
demonstrate competence in
job-related skills in their area of
work and expertise.

Who is this qualification suitable for?

Individuals who are currently in a role which involves
working within the hospitality industry. Those who
wish for a formal qualification fo demonstrate their
experience within the industry. No prior qualifications
are required to undertake this qualification, although
experience in and/or knowledge of the hospitality
industry would be an advantage.

Vocational
Qualification

It covers areas such as:
e Workplace health & safety
e Standards of behaviour

e Team working

e Also choose from a range
of optional units relevant
to your roles such as
housekeeping, reception,
food preparation and food/
drink service




Vocational
Qualification

It covers areas such as:
e Team leadership
Control of resources
Team working
Workplace health and safety

Supervision of a wide range
of hospitality areas

Hospitality Supervision
& Leadership
SCOF level 7 YXSQA

About this Qualification

This qualification covers areas such as team leadership; control of resources; team working;
workplace health and safety; and supervision of a wide range of hospitality areas.

Why undertake this
qualification?

The Scottish Vocational Qualifica-
tion (SVQ) in Hospitality Supervi-
sion and Leadership at SCQF level
7 allows candidates to demonstrate
competence in job-related skills in
their area of work and expertise.

Image by cams-campbell for unsplash

Who is this qualification suitable for?

Individuals who are currently in a role which involves
supervising people and/or tasks within the hospitality
industry.

Those who wish for a formal qualification to demon-
strate their experience within the industry. No prior
qualifications are required to undertake this qualifica-
tion, although experience in and/or knowledge of the
hospitality industry would be an advantage.

g1l JEi3.
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Hospitality Management
SCOF level 8 YXSQA

About this Qualification

The mandatory units in this qualification cover areas such as management of people and
teams, legislative and regulatory requirements, and professional development.

The optional units provide scope to specialise in areas such as managing costs and resources,
staff recruitment, selection and training, customer service and management of operational
areas (e.g. food and beverage, kitchen, front of house, housekeeping).

Why undertake this
qualification?

The Scottish Vocational Qualifica-
fion (SVQ) in Hospitality Manage-
ment Skills at SCQF level 8 allows
candidates to demonstrate compe-
tfence in job-related skills in their
area of work and expertise.

Who is this qualification suitable for?

This SVQ is suitable for candidates who are working

at senior levels in a range of sub-sectors and job roles,
such as heads of deparfments, kitchen managers,
head chefs, accommodation managers, executive
housekeepers, and food and beverage managers, as
well as managers in small businesses and owner-
operators.

Vocational
Qualification

It covers areas such as:

¢ Management of people and
tfeams

e |egislative and regulatory
requirements

e Professional development

e Optional units provide
scope to specialise in
areas such as managing
costs and resources, staff
recruitment, selection and
training, customer service
and management of the
operations




Vocational
Qualification

It covers areas such as:
e Workplace health and safety
e Food safety

e Preparing and cooking a
wide range of ingredients to
produce complex dishes

Professional Cookery
SCOF level 6 YXSQA

About this Qualification

This qualification covers areas such as workplace health and safety; food safety; and
preparing and cooking a wide range of ingredients to produce complex dishes. This quali-
fication has been designed in partnership with People 1st, the Sector Skills Council for the
hospitality industry, to ensure relevance to the sector.

Why undertake this
qualification?

The Scottish Vocational Qualifica-
tion (SVQ) in Professional Cookery
at SCQF level 6 allows candidates
to demonstrate competence in
job-related skills in their area of
work and expertise.

Who is this qualification
suitable for?

This SVQ is suitable for candidates
who are working at all levels in a
range of food production job roles.
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SVQ2in Facilities
Management
}*&SQA

About this Qualification

The Facilities Management qualification covers the management of services which support
the core activities of an organisation. FM has a large part in ensuring that the environment is
comfortable for customers and workers and for monitoring energy usage and ensuring effec-

five energy measures.

Why undertake this
qualification?

The Scottish Vocational Qualifica-
fion in Facilities Management at
SCQF level 7 allows candidates to
demonstrate competence in
job-related skills in their area of
work and expertise.

Who is this qualification suitable for?

The qualification is infended for people who are
employed to provide ‘non core’ soft and hard facilities
services i.e. the services which support and maintain
the primary function of client premises/properties/
buildings in the private, public and third sectors.

Vocational
Qualification

It covers areas such as:

e Establish and monitor the
facilities
Develop productive working
relationships

Ensure health & safety
requirements are met

And a range of optional
areas to complement the
candidate’s job role

Image by john-schnobrich for unsplash



Vocational
Qualification

It covers areas such as:

Make sure your own actions
reduce the risks to health
and safety

Promote and maintain
services delivery in

a facilities services
environment

Recognise and deal with
customer queries, requests
and problems

And a range of optional
areas to complement the
candidate’s job role

SVQ3 in Facilities Services
}‘&SQA

About this Qualification

The Scofttish Vocational Qualification in Facilities Services at SCQF level 5 allows candidates
to demonstrate competence in job-related skills in their area of work and expertise.

Why undertake this
qualification?

This SVQ will enable those working
in this sector to develop the knowl-
edge and skills required to demon-
strate competence in their job role.
Employers will also benefit from
their employees being proficient.
Assessment is carried out in the
workplace, which minimises any
time learners would need to be
away from their work.

Who is this qualification
suitable for?

The qualification is infended for
people who are employed to
provide ‘non core’ soft and hard
facilities services i.e. the services
which support and maintain the
primary function of client premises/
properties/buildings in the private,
public and third sectors.
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SVQ2in Freight Logistics .
507 Eeheaen

It covers areas such as:

. .pe . e Maintain health, safety
About this Qualification and security in logistics
Freight logistics includes the management of goods from order to customer. It covers operations

storage, fransport and distribution. Without freight logistics it would be impossible for organ-
isations in areas such as manufacturing, retail and food and drink production to gain mate-
rials, move products or for the finished goods to be transported to the customer.

Maintain working
relationships with
colleagues in logistics
operations

Move and handle goods in
logistics operations

Why undertake this Who is this qualification suitable for? And a range OT Opinﬂarl1
— cge SRS ) o o ) areas to complement the
:E. quq"ﬁcqt'on' Frelghf |OgI.STICSJObS can pe found within many |n(_jus— candidate’s job role
o The qualification gives learners fries including manufacturing, food and drink, retail,
< the opportunity to develop and warehousing and transport.

demonstrate competence in ware-
housing and storage, develop
technical skills and knowledge and
understanding related to the spec-
ified job roles in warehousing and
storage and have existing skills and
knowledge recognised.
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. SVQ3 in Logistics Operations
Qualification HKSQA

It covers areas such as:

Communicating effectively About this Qualification

This qualification allows candidates to demonstrate competence in job related skills in their
particular area of work and expertise.

Optimising use of logistics
resources

Responding to problems

Schedule logistic operations

Many optional options to
match with the candidate

job role
Why undertake this Who is this qualification
qualification? suitable for? z
The mandatory units in this qual- Individuals who are currently in é
ification cover the relevant areas employment and who wish to [=

of importance within this industry obtain a formal qualification.
such as optimising the use of

logistics resources, scheduling

logistics operations and responding

to problems in logistics operations.

The optional units provide scope to

specialise in areas relevant to the

candidate job role.
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Occupational
Health & Safety

}‘(«s QA

About this Qualification

This qualification covers areas such as making sure your own actions reduce risks to health
and safety, developing procedures to safely control work operations, safely controlling work
operations, promoting a positive health and safety culture, and conducting a health and
safety risk assessment of a workplace.

Why undertake this
qualification?

The Scottish Vocational Qualifica-
tion (SVQ) in Occupational Health
and Safety at SCQF level 7 allows
candidates to demonstrate compe-
tence in job-related skills in their
area of work and expertise.

Who is this qualification suitable for?

This SVQ is suitable for learners who may have just
left school, individuals who are currently in employ-
ment and who wish to obtain a formal qualification,
and employees who wish to obtain short, continuing
professional development courses. Entry is at the
discretion of the centre.

Candidates should be in a job or placement where
they are carrying out relevant tasks and responsibili-

ties which allow them to gather the required evidence.

No prior qualifications are required to undertake this
qualification, although experience or knowledge of
the health and safety and related sectors would be an
advantage.

Vocational
Qualification

It covers areas such as:

e Making sure your own
actions reduce risks to
health and safety

Developing procedures
to safely control work
operations

Safely controlling work
operations

Promoting a positive health
and safety culture

Conducting a health and
safety risk assessment of a
workplace







Vocational Qualification

Learning and Development

It covers areas such as:

SCQF level 9 )‘((SQA

About this
Qualification

Unit L&D9DI Assess
Workplace Competence
Using Direct and Indirect
Methods.

Who is this qualification suitable for?

This qualification is for those who assess in the work-
place using a wide range of assessment methods,

both direct and indirect. The person wishing to achieve
this qualification will use various methods including;
observations, examination of work products, ques-
tfioning and examining candidate statements.

Preparing to assess
Planning assessments

Assessing candidate performance
and knowledge

Confirming progression and
achievement

Vocational Qualification

Learning and Development
SCOF level 11 YXSQA

It covers areas such as:
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About this
Qualification

Unit L&D11 Internally
Monitor and Maintain
the Quality of Workplace
Assessment.

Who is this qualification suitable for?

This qualification is for those monitoring assessment
processes and decisions within an organisation and
helping fo maintain and improve the quality of work-
place assessment. The internal quality assurance
process being conducted by the internal verifier
candidate can be for SVQs, work-based qualifications
or in-company standards. To achieve this qualification
the verifier-candidate is required to carry out the
monitoring activities defined in their organisation’s
quality assurance procedures in accordance with
appropriate external quality assurance requirements.

Preparing to carry out internal quality
assurance

Planning internal quality assurance

Carrying out planned monitoring of
the quality of assessment

Providing assessors with feedback,
advice and support to help them
maintain and improve their
assessment practice

Meeting appropriate external quality
assurance requirements




Vocational
Qualification

It covers areas such as:

Explain the trainer’s role in
ensuring learners’ needs
are meft

Prepare learning objectives,
session plans and support
materials to meet learner
requirements

Deliver planned interactive
training sessions and
monitor the progress and
achievement of learners

Evaluate the effectiveness
of the training sessions
delivered and develop own
practice

Train the Trainer
SCQF level 6 )‘\(SQA

About this Qualification

Planning and Delivering Training Sessions to Groups.

Who is this qualification suitable for?

This qualification has been designed as an initial qualification for
those with limited or no prior experience of planning and deliv-
ering fraining. It is intended for candidates with vocational exper-
tise or subject knowledge whose job role includes the training

of others in small group settings and in work related learning
contexts. It is also suitable for those who aspire to a training role,
or who expect to have some responsibility for training as part of a
future job role.
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Management
JKSQA

About this Qualification

The Scoftish Vocational Qualification (SVQ) in Management at SCQF level 7 allows candi-
dates to demonstrate competence in job-related skills in their area of work and expertise.

It has been developed to support those working as first-line managers, section managers,
assistant managers, trainee managers, senior supervisors, and those working in a range of
other management positions.

Why undertake this Who is this qualification suitable for?

e o
qualification? This SVQ is suitable for individuals who are currently
The Scottish Vocational Qualifica- in employment and who wish to obtain a formal quali-
tion (SVQ) in Management at fication. Entry is at the discretion of the centre.
SCQF level 7 allows candidates Candidates should be in a job or placement where
fo demonstrate competence in they are carrying out relevant tasks and responsibili-
job-related skills in their area of ties which allow them to gather the required evidence.

work and expertise.
No prior qualifications or knowledge are required to

undertake this qualification.

Vocational
Qualification

It covers areas such as:

Develop your knowledge,
skills, and competence

Lead your team

Manage people’s
performance at work

Provide healthy, safe, secure
and productive working
environments and practices

There is a wide range of
optional units including
develop operational plans,
implement change, promote
staff well-being, manage the
use of financial resources
and recruit, select and retain
people




Management
Vocational 3
Qualification }&SQA

It covers areas such as:

Develop your knowledge, About this Qualification
skills, and competence
The Scottish Vocational Qualification (SVQ) in Management at SCQF level 9 allows candi-

Lead your feam dates to demonstrate competence in job-related skills in their area of work and expertise.

Manage people’s

performance at work It has been developed to support those working as middle managers.

Provide healthy, safe, secure
and productive working
environments and practices

There is a wide range of . . . .ge . .
optional units including Why undertake this Who is this qualification suitable for?

develop operational plans, qualification?

implement change, promote The Scottish Vocational Qualifi- in employment and who wish to obtain a formal quali-

This SVQ is suitable for individuals who are currently

staff well-being, manage the
use of financial resources

& recruit, select and retain
people

cation (SVQ) in Management at fication. Entry is at the discretion of the centre.
SCQF level 9 allows candidates to
demonstrate competence in job-re-
lated skills in their area of work and
expertise.

Candidates should be in a job or placement where
they are carrying out relevant tasks and responsibili-
ties which allow them to gather the required evidence.

No prior qualifications or knowledge are required to
undertake this qualification.
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Management
3 Vocational
)\(SQA Qualification

It covers areas such as:

® |Lead your organisation

About this Qualification

The Scottish Vocational Qualification (SVQ) in Management at SCQF level 11 allows candi-
dates to demonstrate competence in job-related skills in their area of work and expertise.

e Manage continuous
improvement

¢ |dentify and evaluate
opportunities for innovation
and improvement

It has been developed to support those working in senior managerial roles, such as directors
and chief executives.

e There is a wide range of
optional units including
developing strategic

Why undertake this Who is this qualification suitable for? business plans developing

qualiﬁcation? . . . o and sustaining collaborative
ThIS SVQ is suitable for |nd'|V|duaIs who are curren’rly' relationships with other

The Scottish Vocational Qualifi- in employment and who wish to obtain a formal quali- organisations, obtaining

cation (SVQ) in Management at fication. Entry is at the discretion of the centre. i e T meie]

SCQF level T allows candidates to ¢4 gidates should be in a job or placement where sources & developing your

demonstrate competence in job-re-  ypay are carrying out relevant tasks and responsibili- organisation’s vision and

lated skills in their area of work and a5 \hich allow them to gather the required evidence. strategy

expertise.
No prior qualifications or knowledge are required to

undertake this qualification.
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| Diplomain
qualification Project Management

Part of the
@ Enginuity Group
About this Qualification

This is an integrated qualification in Project Management which includes requirements for
both technical knowledge and practical competence. It is designed specifically for those

wishing to embark on a career as a Project professional and is the equivalent of the first year
Project communications of a degree.

It covers areas such as:

e Principles of project
management

Project stakeholder
management

There is a wide range of
optional units including
managing project scope,
managing project schedule,

managing project finances, Why undertake this Who is this qualification suitable for?
managing project risk & H fAn?

managing groj'ec‘r quality qualifications This Diplqma is suitable for individugls who are

& business case, project The Diploma in Project Manage- currently |n'e'mp'loymen’r apd who WI'Sh ’ro‘ob’raln a
structure and progress ment at SCQF level 8 allows candi-  formal qualification. Entry is at the discretion of the
monitoring. dates to demonstrate competence centre.

in job-related skills in their area of

X Candidates should be in a job or placement where
work and expertise.

they are carrying out relevant tasks and responsibili-
ties which allow them to gather the required evidence
for example Trainee Project Manager, Assistant Project
Manager, or Project Manager.

No prior qualifications or knowledge are required to
undertake this qualification.

& Leadership
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Chartered Management Institute qualifications

These professional qualifications are available at three levels

New & Aspiring Managers and Senior & Experienced Managers and

Leaders SCQF6 Leaders SCQF8
These qualifications are for those who currently  This suite of qualifications Is aimed at experi- These qualifications are for strategic leaders
or aspire to supervise or manage a team to enced or senior managers. They are also ideal and directors of an organisation. They are
achieve objectives. Choose from a range or for those managing a department. English level responsible for the long-term direction. English
topics. English level 3, Scottish level SCQF6. 5, Scottish level SCQFS8. level 7, Scofttish level SCQFT1.
¥ | | N MA B .
Chavend_ Undertaking a Professional Qualification el e Available as a Modern Apprenticeship

From Skills Development Scotiand

A professional qualification requires membership of the accrediting body, The CMI suite of Qualifications is available as a Modern Apprenticeship.

in this case, the CMI.
This means you can access funding or part funding from Skills Develop-

You will be provided with access to online learning resources for each ment Scotland with the VLA if you are employed in a role relevant to the
module for self-study. A tutor will support you through the programme. qualification being undertaken.

To achieve each module, you are required to write an assessment talking

about the theories you have learned and how to use them in practice. It can also be made available fo new employees and advertised as an

Apprenticeship in Management/Trainee Manager. We will work with the
candidate and employer to deliver the programme.

g
-
(1]
Q
Qo
o
=
(7]
=
T

juswiaboubiy

50



CMl Level 3 in FirstLine
VvV ti |
Qualification Management

and Leadership

Personal development as a SCQF |eve| 6 }‘\(SQA

first line manager

Meeting stakeholder needs . . .
: About this Qualification
Managing and

communicating information This qualification is aimed at supervising or junior managers and has been designed to
support the development of their knowledge and competence in managing individuals and
teams. This qualification will develop key skills, including working with others, managing
oneself, and coordinating the work of others it also gives junior managers the communica-
Recruitment and selection tion and motivational skills to help improve operational efficiency.

process

Identifying development
opportunities

Improving team
performance

Management
communication
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CMl Level 5 in Management
& Leadership

}&S QA

About this Qualification

Aimed at practising or aspiring managers and leaders who are typically accountable to a
senior manager or business owner. The primary role of a practising or aspiring manager

and leader is to lead and manage individuals and teams to deliver aims and objectives in
line with organisational strategy. Roles and responsibilities may include, developing teams
and individuals, creating operational plans, planning and managing projects, managing
change, managing finance, resources and identifying new approaches to business activities,
managing quality and continuous improvement as well as managing the human resources
function.

Vocational
Qualification

Example Units:

Principles of leadership
practice

Managing people and
developing relationships

Managing equality, diversity
and inclusion
Principles of developing

a skilled and talented
workforce

Managing conflict

Principles of recruiting,
selecting and retaining
talent

Managing projects to
achieve results




| CMil Level 7 Strategic
Sualifcation Management & Leadership
SCQF level 11 )‘&SQA

Example Units:

L isati . o .
ead your organisation About this Qualification

Developed for directors and senior managers who have the responsibility to translate organ-

isational strategy into effective performance, these qualifications require the manager to

Identify and evaluate focus on the implementation of their organisational strategy. This qualification requires

opportunities for innovation managers to build on their strategic management and leadership skills.
and improvement

Manage continuous
improvement

Develop and maintain your
professional networks

Implement and evaluate
strategic business plans

& Leadership
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Think someone can be a
leader without the proper
training?

The classic scenario runs like this,
a highly skilled worker, who has
consistently excelled in their role, is
rewarded with the added responsi-
bility of a managerial position, but
they are not given any further guid-
ance. Their job is entirely different,
but without appropriate training to
prepare for the role’s shift in focus
- from delivering to directing - the
manager is being thrown in at the
deep end.

Managers, leaders, and those
aspiring to these positions are
crucial to the success of the busi-
ness. Finding time to learn and
develop is like finding a needle in a
haystack! Our flexible programme
allows everyone to commit to as
little as three hours a month for
CPD or eight hours a month for a
qualification.

Chartered
Management
Institute

This is the world of the
accidental manager

“The principles of management are stunningly simple
yet so few get it right.” says CMI Chief Executive Ann
Francke. *Being a good manager is about training

and practice. A natural runner may have a talent for
running, but they won’t win a race or complete a mara-
thon without practice and training. The same is true for
a good manager.”

Transforming accidental
managers into conscious
leaders.

“The most dangerous leadership myth is that leaders
are born - that there is a genetic factor to leadership,”
said the late Warren Bennis, a US pioneer of leadership
studies.

This myth asserts that people simply either have
certain charismatic qualities or not. That’s nonsense; in
fact, the opposite is true. Leader are made rather than
born.



A rolling programme of CPD
management events

Each month we will cover a key topic crucial to management and lead-
ership development. There will be three events each month covering
different aspects of the key topic. These are relevant to level of experi-
ence.

Committing to each event involves:
e Pre reading

e Aftendance on two-hour online learning event {learning and discus-
sions)

e Access to online learning content, tools and templates for !hat
particular topic

Attendees will receive CMI Certificate of Recognition.

Given upon completion of the programme to demonstrate their learning
and their commitment to Continuing Professional Development (CPD)

Optional Extras

Upgrade to one of the following qualifications:
CMI Level 3, Level 5 or Level 7 Certificate
SVQ3, SVQ4 or SVQ5 in Management

One year membership of the CMI and attendance at any or all events

The Virtual Learning Academy have been designing and
delivering management and leadership programmes for
10 years. We utilise all the resources from our accred-
itations with the Chartered Management Institute
(CMI) and the Scottish Qualifications Authority (SCA)
to provide high quality, flexible learning programmes,
delivery methods and support

To date we have supported
over 300 managers and
leaders across Scotland.

From all our experience we have created a very inno-
vative and flexible programme. It Includes the topics
which we have been told have the biggest impact on
performance. It can be used to develop managers, for
simple CPD or for gaining a management qualification.
We are proud to present our solution for tfransforming
accidental managers into conscious leaders.




Aimed at first line managers,
supervisors or those aspiring to
these positions.

|
Aimed at experienced senior
managers and department heads.

Aimed at directors and those
responsible for strategic direction.

Introduction to
Leadership

Strategic Leadership

Develop your
Organisation’s
Vision and Strategy

Develop
Operational Plans

Managing People’s
Performance at Work

Leading and
Developing People

Key topics are the difference between management and leadership styles, charac-
teristics and skills of successful managers and leaders.

Key topics are aspects of leadership, leadership motivations and
behaviours, leadership context and vision and values.

The aim of this unit is to enable leaders to know how to develop and influence an
organisation’s strategic direction through the development of a meaningful strategy.

This module helps to understand how to achieve the objectives in the strategic
business plan by breaking it down into an everyday operational plan.

This module looks at how to contribute to organisational objectives by setting goals,
monitoring performance and giving feedback.

Organisational success begins by placing the needs of people at the heart of the
organisation. Learn how to create a culture to support successful performance.




Developing
Individuals and Teams

Coaching Skills
for Leaders

Build Effective Work
Relationships

Manage Conflict in
the Workplace

Identify opportunities
for innovation and
improvement

Engage People in
Change

This unit is about identifying the development opportunities of individuals and teams in order
to meet team and organisational objectives.

This unit focuses on these specific coaching skills, techniques and approaches that are
required by leaders to develop the knowledge, skills and resourcefulness of individuals.

This module is about developing and sustaining productive working relationships with
colleagues. Learn about the impact of personality styles.

Learn how to spot, manage and resolve conflict in the workplace.

This module is about identifying opportunities to develop new or improve existing products/
services or markets or processes.

This module is about engaging people - both those within your organisation and other stake-
holders who are affected - in change processes.
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