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BUSINESS AND COMPUTING

PDA Management Accounting 7 • 25
PDA Book-keeping 7 • 26
HNC Accounting 7 • 27
HND Accounting 8 • 28
NQ Administration and Information Technology 5 • 30
SVQ Business and Administration Level 1 or 2 (college based) 4/5 • 31
SVQ Business and Administration Level 2 (work based) 5 • 32
SVQ Business and Administration Level 3 (work based) 6 • 33
Modern Apprenticeship in Business and Administration 6 • 34
HNC Administration and Information Technology 7 • 35
Word Processing Training 5 • 36
Office Technology Training 5 • 37
PDA Information Technology in Business 7 • 38
PDA Office Administration • 39
SVQ Customer Service Level 2 5 • 40
SVQ Customer Service Level 3 6 • 41
VRQ Certificate in Retailing Level 2 5 • 42
NC Business 5 • 43
HNC/HND Business 7/8 • 45
Assessment of Learning in the Workplace 6 • 46
ILM Award in Team Leading Level 2 5 • 47
ILM Certificate in First Line Management Level 3 6 • 48
HNC Human Resource Management 7 • 49
PDA Certificate in Delivering Training in the Workplace 7 • 50
NC Computing and Digital Media Level 4 4 • 51
NC Computing and Digital Media Level 5 5 • 52
Introduction to NC Computing and Digital Media 4 • 53
HNC Computing 7 • 54
HND Computing Technical Support 8 • 56
HNC/D Interactive Multimedia Creation 8 • 57
HNC Computing – Part Time 7 • 58
Cisco Certified Network Associate (CCNA) Courses 1-4 N/A 59
CompTIA A+ N/A 60
European Computer Driving Licence (ECDL) N/A 61
European Computer Driving Licence Advanced (ECDLA) N/A 62
Microsoft Certified Desktop Support Technician (MCDST) N/A 63
Microsoft Certified Systems Administrator (MCSA) N/A 64
Microsoft Certified Application Specialist N/A 65
ASET Level 1 Certificate in Personal Safety Awareness N/A • 66
IOSH Working Safely N/A • 67
IOSH Managing Safely N/A • 68
NEBOSH National General Certificate 7 • 69
HSE First Aid at Work N/A • 70
HSE First Aid at Work – Refresher N/A • 71
Appointed Person N/A • 72
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SERVICE INDUSTRIES

Level 2 Certificate in Hairdressing 4 • 75
SVQ Hairdressing Level 2 5 • 76
SVQ Hairdressing Level 3 6 • 77
Part Time Hairdressing (Barbering) N/A • 78
Part Time Hairdressing (Refresher in Hairdressing
Techniques) N/A • 78
SVQ Beauty Therapy Level 1 4 • 79
SVQ Beauty Therapy Level 2 5 • 80
SVQ Beauty Therapy Level 3 6 • 81
IIHHT Level 3 Diploma in Holistic Therapies 6 • • 82
IIHHT Level 2 Certificate in Thermal Auricular Therapy 5 • • 83
IIHHT Level 3 Diploma in Crystal Healing 6 • • 83
IIHHT Level 3 Diploma in Stone Therapy 6 • • 83
VTCT Certificate in Indian Head Massage 5 • • 83
VTCT Level 2 in Nail Technology (Nail Extensions) 5 • • 83
VTCT Level 2 in Nail Treatments (Manicure) 5 • • 83
VTCT Level 3 Diploma in Additional Reflexology 6 • • 83
VTCT Level 3 Diploma in Additional Aromatherapy
Techniques 6 • • 83
VTCT Level 3 Diploma in Remedial Massage 6 • • 83
CG Food Preparation and Cooking Level 1 4 • 85
CG Professional Cookery Level 2 5 • 86
CG Professional Cookery Level 3 6 • 87
CG Food and Drink Service Level 1 4 • 88
CG Food and Drink Service Level 2 5 • 89
CG Hospitality Supervision Level 3 6 • 90
Elementary Food Hygiene N/A • 91
Intermediate Food Hygiene N/A • 92
Sport and Recreation 4/5 • 94
Level 1 Certificate for Entry to the Uniformed Services 4 • 95
Level 2 Certificate for Entry to the Uniformed Services 5 • 96

SOCIAL STUDIES AND CREATIVE ARTS

SVQ Floristry Level 2 5 • 99
Pre-Vocational Art and Design Skills 5 100
Advanced Skills in Art, Design and Digital Media
(Higher) – National Certificate 6 • 101
HNC Art and Design 7 • 102
HNC Computer Arts and Design 7 • 103
Towards Independence: Day Release Schools
Link-Significant Learning Disability 1/2 104
Towards Independence: Significant Learning Disability 1 106
College Foundation 1/2 107
Towards Employment: Mild to Moderate
Learning Disability 3 108
Towards Employment Day Release School Link:
Mild to Moderate Learning Disability 2/3 109
Entry to Care 3 110
Pre-Vocational Care 4 111
HNC Health Care 7 • 112
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SOCIAL SCIENCES AND CREATIVE ARTS
CONT.

Access to Nursing 6 113
Pre Nursing Studies 5 114
HNC Health Care (NES endorsed route) 7 • 115
SVQ Health and Social Care Level 2 5 • 116
National Progression Award Playwork and Childcare Int 2 5 117
SVQ Children’s Care, Learning and Development Level 2 5 • 118
SVQ Children’s Care, Learning and Development Level 3 6 • 119
HNC Social Care 7 • 120
PDA Education Support Assistant 6 • 121
Access to Social Sciences 4/5 122
English Plus N/A 123
Advanced English Plus N/A 124
HNC/HND Social Sciences 7/8 • 125
ESOL (English for speakers of other languages) N/A 126

TECHNOLOGY

NC Electrical or NC Electronic Engineering 5 • 129
HNC Electronics or HNC Electrical Engineering 7 • 130
HND Electronics 8 • 131
NC Electronics or NC Measurement and Control 5 • 132
SVQ Performing Engineering Operations
Level 1 and 2 Electrical 4/5 • 133
SVQ Electrical Installation Level 3 6 • 134
HNC Mechatronics 7 • 135
HND Mechatronics 8 • 136
Energy Intermediate 2 5 137
SVQ Performing Engineering Operations
Level 2 Craft (Manufacture) 5 • 138
National Certificate Engineering Practice (Craft) 5 • 139
Advanced Craft Certificate: Engineering Practice 6 • 140
HNC Engineering Practice (Craft) 7 • 141
SVQ Performing Engineering Operations
Level 2 Technicians (Mechanical) 5 • 142
National Certificate in Engineering (Technicians) 5 • 143
HNC/HND Engineering (Technicians) 7/8 • 144
HNC/HND Mechanical Engineering 8 • 146
SVQ Performing Engineering Operations
Level 2 Craft (Maintenance) 5 • 147
NC Marine Engineering 6 • 148
NC Marine Engineering – Day Release 6 • 148
Advanced Certificate Engineering Practice (Maintenance) 7 • 149
HNC Engineering Practice (Maintenance) 7 • 150
Technical Certificate in Refrigeration and Air Conditioning 6 • 151
SVQ Fishing Vessel Engineering (Class 1) 6 • 152
SVQ Fishing Vessel Engineering (Class 2) 5 • 153
Diesel Awareness Course 5 • 154
Engineering Pneumatics 5 • 154
SVQ Performing Engineering Operations
Multi-Discipline Engineering 5 • 155



4apps for life at Banff and Buchan College

SC
Q

F

N
Q

/N
C

SV
Q

/V
Q

AD
VA

N
CE

D
CR

AF
T

CE
RT

.

H
N

C
or

H
N

D

PD
A

SH
O

RT
CO

UR
SE

PA
G

E

TECHNOLOGY
CONT.

NC Multi-Discipline Engineering 6 • 156
SVQ Level 3 Engineering, Mechanical, Welding,
Marine, Electrical – Work Based 6 • • 157
National Certificate in Welding (Fabrication) 5 • 159
SVQ Performing Engineering Operations
Level 1 and 2 (Welding) 4/5 • 160
Advanced Certificate (Welding and Fabrication) 6 • 161
HNC Engineering Practice (Welding) 7 • 162
City and Guilds Scottish Advanced Modern
Apprenticeship in Vehicle Maintenance – Day Release 6 • 163
City and Guilds Scottish Advanced Modern
Apprenticeship in Vehicle Maintenance – Work Based 6 • 163
City and Guilds Level 1 Certificate in Automotive
Vehicle Maintenance and Repair 6 • 164
On-Site Assessment and Training Course (OSAT) 4 • 165
SQA Progression Award: General Building 5 • 165
CITB Carpentry and Joinery 6 • 166
SQA Advanced Certificate in Carpentry and Joinery 6 • 166
Deck Cadet Training Programme 8 • 167
Pre Sea Training for Deck Ratings in the Fishing Industry 5 • 168
Pre Sea Training for the Merchant Fleet 5 • 169
Efficient Deck Hand 6 • 170
PDA Class 2 Deck Officer (Fishing) 6 • 171
PDA Class 1 Deck Officer (Fishing) 7 • 172
Class 1 Deck Officer Fishing Conversion 7 • 173
Officer in Charge of the Navigational Watch
OOW (Unlimited) STCW II/1 7 • 174
HNC/HND Nautical Science • 175
Chief Mate (Unlimited) STCW ’95 II/2 8 • 176
VQ Level 3 Bridge Watchkeeper (Tug) Inshore 6 • 177
VQ Level 4 Master (Tug) Coastal 6 • 178
VQ Level 4 Master (Tug) Inshore 6 • 178
RYA Coastal Master N/A • 179
RYA Day Skipper N/A • 179
RYA Ocean Master N/A • 179
RYA Diesel Engine Course N/A • 180
RYA Powerboat Level 2 N/A • 180
RYA Radar Course N/A • 180
RYA Radio Communication (SRC) N/A • 180
General Operators Certificate – GMDSS (GOC) N/A • 181
Long Range Certificate GMDSS N/A • 181
Personal Survival Techniques N/A • 182
RT Restricted Update to Long Range Certificate, LRC N/A • 182
Safety Awareness N/A • 183
SFIA Basic Firefighting N/A • 183
Stability Awareness for Fishermen N/A • 184
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A Message from the Chairman of the Banff
and Buchan College Board of Management

Our 2010/11 Prospectus signifies real changes for Banff
and Buchan College. Those of you who decide to enroll
on one of the courses which follow in this publication,
will do so under the stewardship of a new Principal and
will be among the first to witness the birth of our new
main campus building.

Our current Principal Bob Sinclair has done a remarkable
job in growing Banff and Buchan College into the
formidable establishment it is today and has certainly set
high standards for the next Principal to follow. The existing
campus which has served us so well now needs to meet
the ambitions and expectations of future students and I am
genuinely excited when I see the plans that are developing
for the next generation at Banff and Buchan College.

The facilities that are being put in place have been designed
to meet the needs of all sections of our community and
closely mirror our values in being regarded as a college
which offers equality of opportunity to all. Whether you
choose to study at our main campus in Fraserburgh or
at one of our well-equipped outreach centres throughout
Aberdeenshire, you can be assured of the same high
standards of service from our committed and professional
staff who will help you to achieve your goals.

The modern look and feel of this prospectus is not
accidental. A great deal of thought went into designing
a prospectus which is symbolic of the facilities that we
are putting in place for the students who choose to come
to Banff and Buchan College. The ‘Apps for Life’ theme
is exactly that. Whichever course you decide to do, it will
provide you with the skills and knowledge you need to
enjoy and succeed in any future career.

Last year, over 20,000 people from many different walks
of life decided to join Banff and Buchan College. I hope,
that after reading this prospectus, you find a course or
programme that captures your interest and look forward
to welcoming you soon.

Alan Findlay
Chairman of the College Board of Management

chairman’s message

Our committed
and professional
staff will help
you to achieve
your goals.

“
”
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A Message from the Principal.

I am delighted that you have chosen to pick up our
2010/11 Prospectus as it will inevitably present you with
paths towards a new and exciting future. I have written
introductions for the Banff and Buchan College Prospectus
for ten years now as Principal and am very proud of the
progress that we have made in that time. As the Chairman
has indicated however, I have decided to hang up my boots
and this year will be my last in charge at Banff and Buchan
College. I am satisfied that my successor will inherit a
College in good shape and lead it through the exciting
challenges which lie ahead.

At Banff and Buchan College, we pride ourselves in being
able to offer a learning experience for everyone. Whether
you’re looking for a short intensive training course which
earns you specific industry recognised certification, a full
time HND to help you secure an exciting new career or
university progression, or simply want to study in your
free time for fun, I am confident that the outcome you
are looking for can be found at Banff and Buchan College.

In the pages that follow, you will find out all you need to
know about life at the College including information about
studying, funding, qualifications, progression, and much
more. After that, you will find details of over 200 courses
across four industry sector areas; Business and Computing,
Service Industries, Social Studies and Creative Arts and
Technology. Each of these courses is covered by nationally
recognised quality assurance systems to ensure that every
student benefits from the highest standards of learning.

As I look forward to the next chapter in my own career,
I wish you well in yours and trust that your experience at
Banff and Buchan College will serve you well in whichever
direction you choose.

Robert Sinclair
Principal

principal’s message

At Banff and Buchan
College, we pride
ourselves in being able
to offer a learning
experience for
everyone.

“
”
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We are delighted that you have chosen to read our
College Guide. The following pages will give you
useful information about the College, its facilities
and the excellent services we provide for students.

All our staff at the College are committed to
ensuring that you receive the very highest quality
of service and that everyone who studies with the
College has a satisfying and rewarding learning
experience. Our teaching rooms and work areas
are well furnished and equipped with modern,
up-to-date facilities to ensure that you study
and work in a high quality learning environment.
All our courses use the latest technologies
to complement your learning.

Banff and Buchan College can offer you a wide
range of courses covering many occupational areas
in a variety of different learning and attendance
modes, such as full time, part time, work based,
day release, block release and evening classes.

While these traditional methods of learning are still
important today, many students now also study in
our flexible learning centre at a time which suits
their individual requirements, using modern
methods of study such as computer based
learning, on-line learning and other flexible
learning methods.

Others can choose to study at home using open
learning materials. This is ideal for those who
find it difficult to travel to College or have other
commitments.

Whatever you choose to do, we wish you every
success with your studies.

welcome to banff and buchan college
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If, after reading this guide, you find that there
are still questions you would like to ask, please
contact our staff in the Client Services team who
will be delighted to help you. You can reach us on:

Fraserburgh Campus
+44 (0)1346 586100
e: info@banff-buchan.ac.uk

Peterhead Learning Centre
+44 (0)1779 472161
e: peterhead@banff-buchan.ac.uk

Huntly Learning Centre
+44 (0)1466 793204
e: huntly@banff-buchan.ac.uk

Macduff, Fife Street Learning Centre,
+44 (0)1261 831632
e: macduff@banff-buchan.ac.uk

Ellon Learning Centre,
+44 (0)1358 729164
e: ellon@banff-buchan.ac.uk

Alternatively visit our website at
www.banff-buchan.ac.uk

key contacts

We have positioned ourselves
as the key provider of training
in the north-east and as such
have opened a wealth of
opportunities for people
in the area.

Principal
Robert Sinclair

“
”
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outreach centres

The College operates a number of Outreach
Learning Centres throughout Aberdeenshire
in Peterhead, Huntly, Ellon, Keith, Turriff and
Macduff as well as a commercial training centre
in Dyce, Aberdeen.

These centres provide a range of local learning
opportunities for people in the North East, right
in the heart of their own communities.

A wide range of courses are available at the learning
centres covering subjects such as:

• Accountancy and Book Keeping

• Administration, Word Processing
and Office Technology

• RYA Day Skipper/Ocean Master/Offshore Master

• Beauty Therapy, Reiki, Indian Head Massage

• European Computer Driving Licence (ECDL)
and Microsoft Certified Application Specialist.

As well as the varied range of full time courses
there are a number of part time courses available
to suit all learners. For example there are short
courses in Floristry and Conversational French,
or you could study one day a week to gain a Higher
National Certificate. We also offer non certificated
courses in topics such as sewing, photography
and watercolour painting.

Many of the courses available at the Outreach
Centres are ILA eligible so you may be able to
apply for funding to cover the cost of your course.

Please see individual course listings for availability
at Outreach Centres.

Information on our part-time and evening classes is
updated twice a year in our Local Learning Directory.
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To apply for this course please fill out the enclosed application form
or visit the website www.banff-buchan.ac.uk and apply online.

NQ Administration and
Information Technology
For further details click:
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/NA-ADMIN-F

course aims
This course aims to provide practical skills in
administration and develop information technology
expertise to meet the requirements of working in
an office environment. It may also provide skills
which are transferable to a number of other
vocational areas.

course content
This course covers the main subject areas of office
related information technology, word processing,
administration, reception, book-keeping, wages and
salaries and business communication. Trainees will
also participate in an enterprise activity project to
experience first-hand the organisation of an event.

progression route and career opportunities
Successful completion of the course could enable
you to progress to HNC or HND Administration and
Information Technology. Typical career paths from
this course may be to employment, eg office junior,
clerical assistant, administrative assistant,
receptionist, word processing operator.

mode of attendance
Full Time

location(s)
Peterhead, Huntly,
Ellon and Macduff

duration
1 Year

SCQF
Level 5

entry requirements
Numeracy and
Communication
(Access 3).

course code
NA-ADMIN-F



SVQ Business and Administration
Level 1 or 2 (college based)
For further details click:
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/S1-OADMIN-F
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/S2-OADMIN-F

course aims
This course aims to provide practical skills in
administration and develop information technology
expertise to meet the requirements of working in
an office environment. It may also provide skills
which are transferable to a number of other
vocational areas.

course content
This course covers the main subject areas
of office related information technology, word
processing, administration, reception and business
communication. A period of work placement
is incorporated to give trainees the opportunity
to undertake the work-related SVQ aspect of
the course.

progression route and career opportunities
Successful completion of the course could
enable you to progress to: SVQ Business and
Administration Level 3, HNC/D Administration
and Information Technology, PDA Information
Technology in Business, PDA Office Administration.
Completion of this course may provide scope,
in the workplace, for recognition of competencies
for promotion opportunities.
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To apply for these courses please fill out the enclosed application
form or visit the website www.banff-buchan.ac.uk and apply online.

mode of attendance
Full Time

location(s)
Peterhead, Huntly,
Ellon and Macduff

duration
1 Year

SCQF
Level 4/5

entry requirements
Numeracy and
Communication
(Access 3).

course code
Level 1: S1-OADMIN-F
Level 2: S2-OADMIN-F
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To apply for this course please fill out the enclosed application form
or visit the website www.banff-buchan.ac.uk and apply online.

SVQ Business and Administration
Level 2 (work based)
For further details click:
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/S2-ADMIN-W

course aims
This course aims to provide a work based
qualification for clients employed in an
administrative capacity, or for those who have a
substantial amount of administration in their jobs.

course content
Work based collation of a portfolio of evidence
to demonstrate competence in the work related
activities listed below. The client must complete
the 2 core units, and 3 optional units – the choices
should be discussed with the assessor before
commencing the collation of a portfolio of evidence.

progression route and career opportunities
Successful completion of the course could enable
you to progress to: SVQ Business and Administration
Level 3, HNC/D Administration and Information
Technology, PDA Information Technology in
Business, PDA Office Administration. Completion
of this course may provide scope, in the workplace,
for recognition of competencies for promotion
opportunities.

mode of attendance
Candidate to be
employed

location(s)
Work based

duration
1 Year

SCQF
Level 5

entry requirements
Numeracy and
Communication
(Access 3) and
appropriate
employment.

course code
S2-ADMIN-W



SVQ Business and Administration
Level 3 (work based)
For further details click:
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/S3-ADMIN-W

course aims
This course aims to provide a work based
qualification for clients employed in an
administrative capacity, or for those who have a
substantial amount of administration in their jobs.

course content
Work based collation of a portfolio of evidence
to demonstrate competence in the work
related activities.

progression route and career opportunities
Successful completion of the course could enable
you to progress to: HNC/D Administration and
Information Technology, PDA Information
Technology in Business, PDA Office Administration.
Completion of this course may provide scope, in
the workplace, for recognition of competencies
for promotion opportunities.
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To apply for this course please fill out the enclosed application form
or visit the website www.banff-buchan.ac.uk and apply online.

mode of attendance
Candidate to be
Employed

location(s)
Work based

duration
1 Year

SCQF
Level 6

entry requirements
Numeracy and
Communication (Int 1)
and appropriate
employment.

course code
S3-ADMIN-W
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To apply for this course please fill out the enclosed application form
or visit the website www.banff-buchan.ac.uk and apply online.

Modern Apprenticeship in
Business and Administration
For further details click:
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/S3-OADMIN-W

course aims
The MA Business Administration provides
employees and employers with an excellent
foundation for the training of future staff in
Administration. The Framework meets the differing
needs of employers from both large and small
organisations. It includes common components
such as the SVQ 3 in Business and Administration
and Core Skills, to ensure quality and consistency,
while offering an extensive choice of optional
components to satisfy a wide range of employers’
needs.

course content
SVQ Business and Administration Level 3. Core
Skills all at Intermediate 1 and 1 enhancement.
The enhancement profile enables individual
employers to select one separately certificated
outcome from a required list, to meet their
business needs and the needs of the apprentice.

progression route and career opportunities
Modern Apprentices can continue learning on
completion of the BAMA through existing training
routes and qualifications. These may include:
portability and transferability of qualifications
achieved across the UK, progression to other
S/NVQs at the same level or professional
qualifications, progression to specific job roles
within the company, progression to Further or
Higher Education (HND or Degree). Completion
of this course may provide scope, in the workplace,
for recognition of competencies for promotion
opportunities.

mode of attendance
Work based

location(s)
Work based

duration
Length of time taken
will depend on the
ability of the individual
apprentice and employer
requirements

SCQF
Level 6

entry requirements
SVQ Business and
Administration Level 2
(or equivalent) and
appropriate employment.

course code
S3-OADMIN-W



HNC Administration and
Information Technology
For further details click:
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/HC-AIT-F

course aims
This course aims to provide practical skills in
administration and develop information technology
expertise to meet the challenges and demands of
working in an ever changing office environment.

course content
This course covers the main subject areas of office
related information technology, advanced word
processing, administration, accounting, business
communication and psychology. It also provides
an opportunity to bring these subjects together.

progression route and career opportunities
Successful completion of the course would enable
you to progress to an HND Administration and
Information Technology. Typical career paths from
this course may be to employment e.g. office
supervisor, administrator, personal assistant
or trainee junior manager.
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To apply for this course please fill out the enclosed application form
or visit the website www.banff-buchan.ac.uk and apply online.

mode of attendance
Full Time
Part Time

location(s)
Fraserburgh

duration
Full Time: 1 Year
Part Time: 2 Years

SCQF
Level 7

entry requirements
SCE: 5 passes (2 at higher
grade) to include Standard
Grade in English at credit
level and Maths at general
level or; SQA: 12 National
Certificate modules to
include Communication
Int. 2 or SVQ Business and
Administration Level 2 or;
suitable work experience
and/or other relevant
qualifications.

degree link

course code
HC-AIT-F
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To apply for this course please fill out the enclosed application form
or visit the website www.banff-buchan.ac.uk and apply online.

Word Processing Training
For further details click:
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/NA-WPFB-P

course aims
This course aims to develop existing word
processing abilities and/or introduce new skills.

course content
A range of word processing SQA National
Qualification Units is available from basic
to advanced levels: word processing 1-5
(5 separate units), word processing skills.

progression route and career opportunities
Successful completion of the course could enable
you to progress to SVQ Business and Administration,
NQ Administration and Information Technology and
PDA IT in Business. Typical career paths from this
course may be to employment e.g. data input, word
processor operator, clerical assistant.

mode of attendance
Part Time

location(s)
Fraserburgh, Peterhead,
Huntly, Ellon and
Macduff

duration
12 Weeks
(3 Hours per Week)

SCQF
Level 5

entry requirements
No formal entry
requirements but
students should have
a positive attitude
towards their course,
good time-keeping and
be committed to
successfully completing
their programme
of studies.

course code
NA-WPFB-P



Office Technology Training
For further details click:
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/NA-ITFB-P

course aims
This course aims to develop existing office
technology skills and/or introduce new skills.

course content
A range of office application SQA National
Qualification Units is available from basic
to advanced levels. Information technology:
office applications 1-3 (3 separate units).

progression route and career opportunities
Successful completion of the course could enable
you to progress to SVQ Business and Administration,
NQ Administration and Information Technology
and PDA IT in Business. Typical career paths from
this course may be to employment e.g. data input,
word processor/computer operator, and clerical
assistant.
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To apply for this course please fill out the enclosed application form
or visit the website www.banff-buchan.ac.uk and apply online.

mode of attendance
Part Time

location(s)
Fraserburgh, Peterhead,
Huntly, Ellon and
Macduff

duration
12 Weeks
(3 Hours per Week)

SCQF
Level 5

entry requirements
No formal entry
requirements but
students should have
a positive attitude
towards their course,
good time-keeping
and be committed to
successfully completing
their programme
of studies.

course code
NA-ITFB-P
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To apply for this course please fill out the enclosed application form
or visit the website www.banff-buchan.ac.uk and apply online.

PDA Information Technology
in Business
For further details click:
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/PD-ADVIT-P

course aims
This course delivers essential skills and knowledge
which are needed for a range of administrative
roles. This makes it suitable CPD for those working
in an administrative role, or for anyone seeking
to enter employment in this area.

course content
The award consists of 4 credits and 32 SCQF
credit points. Units include IT in business –
word processing and presentation applications,
IT in business – spreadsheets, IT in business –
databases.

progression route and career opportunities
The PDA in Information Technology in Business
forms one of a suite of PDA’s in administration
which consists of units taken from the HNC
Administration and Information Technology course.
The award can be built upon to gain the HNC
Administration and Information Technology.
This course could enhance your current position,
or enable you to gain the skills to get back into
the workplace.

mode of attendance
Part Time

location(s)
Fraserburgh, Peterhead,
Huntly, Ellon and
Macduff

duration
12 Weeks – per credit
(3 Hours per Week)

SCQF
Level 7

entry requirements
Knowledge of
Microsoft Office.

course code
PD-ADVIT-P



PDA Office Administration
For further details click:
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/PD-ADVOA-P

course aims
This course delivers essential skills and knowledge
which are needed for a range of administrative
roles. This makes it suitable CPD for those working
in an administrative role, or for anyone seeking to
enter employment in this area.

course content
The award consists of 4 credits and 32 SCQF credit
points – office administration, office technologies,
communication: analysing and presenting complex
communication, developing skills for personal
effectiveness.

progression route and career opportunities
The PDA in Office Administration forms one of a
suite of PDAs in administration, which consists
of units taken from the HNC in Administration and
Information Technology. The award can be taken
as a qualification in its own right or used with other
PDAs to build achievement towards the full HNC.
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mode of attendance
Part Time

location(s)
Fraserburgh, Peterhead,
Huntly, Ellon and
Macduff

duration
12 Weeks – per Unit
(3 Hours per Week)

SCQF
Level 7

entry requirements
Access to the award is
at the discretion of the
centre. In general, entry
should be open to any
candidate who can
demonstrate, by formal
qualification or
experience, a reasonable
expectation of
completing the course.

course code
PD-ADVOA-P
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SVQ Customer Service
Level 2
For further details click:
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/S2-CUSTSER-W

course aims
The course aims to provide a work based
qualification for clients employed in an area
where they deal with customers either externally
or internally.

course content
Work based collation of a portfolio of evidence
to demonstrate competence in the work-related
activities. The client must complete the 4 mandatory
units and one optional unit – the optional unit
should be discussed with the assessor before
commencing the collation of a portfolio of evidence.

progression route and career opportunities
Students may progress to SVQ Customer Service
Level 3, HNC/D Administration and Information
Technology, PDA IT in Business or PDA Office
Administration.

mode of attendance
Work based

location(s)
Work based

duration
1 Year

SCQF
Level 5

entry requirements
Numeracy and
Communication
(Access 3) and
appropriate
employment.

course code
S2-CUSTSER-W



SVQ Customer Service
Level 3
For further details click:
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/S3-CUSTSER-W

course aims
The course aims to provide a work based
qualification for clients employed in an area
where they deal with customers either externally
or internally.

course content
Work based collation of a portfolio of evidence
to demonstrate competence in the work-related
activities. Students must complete the 4 mandatory
units and one optional unit – the optional unit
should be discussed with the assessor before
commencing the collation of a portfolio of evidence.

progression route and career opportunities
Students may progress to SVQ Customer Service
Level 4, HNC/D Administration and Information
Technology or PDA IT in Business or PDA Office
Administration.
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mode of attendance
Work based

location(s)
Work based

duration
1 Year

SCQF
Level 6

entry requirements
Basic literacy and
numeracy skills
and appropriate
employment.

course code
S3-CUSTSER-W



42
To apply for this course please fill out the enclosed application form
or visit the website www.banff-buchan.ac.uk and apply online.

VRQ Certificate in Retailing
Level 2
For further details click:
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/CG-RETAIL-P

course content
The certificate covers the following six subjects:
establishing relationships with customers in the
retail environment, product knowledge and
handling, handling customer payments and retail
security, pricing and displaying products, health
and safety and legislation in the retail environment,
personal effectiveness and team work in the
retail environment.

progression route and career opportunities
SVQ in Retail Operation, SVQ Business and
Administration. Retail Assistant.

mode of attendance
Part Time

location(s)
Fraserburgh

duration
1 Day (for 2 Years)

SCQF
Level 5

entry requirements
Basic literacy and
numeracy skills.

course code
CG-RETAIL-P



NC Business
For further details click:
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/NA-BUSMAN-F

course aims
This course aims to provide practical skills and
knowledge in a number of key business disciplines.

course content
The course covers the main subject areas of
business including; financial and management
accounting, marketing, payroll, information
technology, problem solving, communication,
business decision areas, economics.

progression route and career opportunities
Successful completion of this course could enable
you to progress to HNC/D Business or HNC/D
Accounting. Typical employment opportunities
include accounts assistants, payroll, general
administration positions.

mode of attendance
Full Time
Part Time

location(s)
Peterhead and Ellon

duration
36 Weeks

entry requirements
Numeracy and
Communication
(Access 3).

course code
NA-BUSMAN-F
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HNC/HND Business
For further details click:
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/HC-BUS-F
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/HD-BUS-F

course aims
This course aims to enhance the skills and
knowledge needed to pursue a successful career
in business. Partnerships with universities also
ensure progression opportunities on to degree
programmes for our students.

course content
The course covers the following subject areas;
business accounting, economic issues, marketing,
managing people and organisations, business
law, payroll, information technology applications,
communication, using financial accounting
software, business culture and strategy, preparing
financial forecasts, HR management practice,
business contractual relationships, behavioural
skills for business, marketing practice and graded
units 2 and 3.

progression route and career opportunities
Successful completion of the course could enable
you to progress to higher education and complete
a BA in a management related course. The ‘2+2’
structure of HND plus 2 years degree study provides
an affordable and alternative route to higher
education. Typical career paths from HND Business
lead to positions in a variety of business areas with
progression towards managerial positions.

mode of attendance
Full Time
Part Time

location(s)
Ellon and Macduff

duration
HNC: 1 Year
HND: 2 Years

SCQF
Level 7/8

entry requirements
SQA: 5 passes (2 at
higher grade) to include
Standard Grade in
English at credit level
and Maths at general
level or; NC Business
or; suitable work
experience and/or other
relevant qualifications.

course code
HC-BUS-F
HD-BUS-F

To apply for these courses please fill out the enclosed application
form or visit the website www.banff-buchan.ac.uk and apply online.

degree link
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Assessment of Learning
in the Workplace
For further details click:
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/NA-A1GEN-W

course aims
To ensure competence in work based assessment.

course content
A1: developing plans for assessing competence,
judging evidence against agreed standards,
giving feedback, making assessment decisions
and contributing to quality assurance.

A2: agreeing and reviewing plans for assessing
performance, assessing knowledge, making
assessment decisions and giving feedback.

progression route and career opportunities
Student’s can progress to complete Certificate
Awards in Learning and Development. They may
also go on to assess others, in the workplace,
to national standards.

mode of attendance
Work based

location(s)
Fraserburgh or
work based

duration
Flexible based on
personal learning
strategy

SCQF
Level 6

entry requirements
Experience of work
based assessment
discipline.

course code
NA-A1GEN-W



ILM Award in Team Leading
(Level 2)
For further details click:
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/OT-TLEAD-P

course aims
To develop the fundamental skills required for
effective team leading and their practical application
in the workplace.

course content
Team leading skills, getting the work done, leading
people in teams, communicating with people.

progression route and career opportunities
Student’s can progress to a full award in Team
Leading/Introductory Certificate in First Line
Management. Career opportunities may involve
consolidation of knowledge for personal
development to team leader and supervisory
responsibilities.
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mode of attendance
Day or Evening

location(s)
Fraserburgh or
workplace

duration
Varied, dependant on
mode of attendance

SCQF
Level 5

entry requirements
No formal entry
requirements, however
participants should be
working in teams,
but not necessarily
in a leadership role.

course code
OT-TLEAD-P
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ILM Certificate in First Line
Management (Level 3)
For further details click:
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/OT-FLM-P

course aims
To assist participants in gaining the basic knowledge
required by first line managers and to develop basic
management and leadership skills.

course content
Managing self, including skills and competency,
managing people and activities, managing
information and resources, understanding
organisations and managing change,
communication and developing people.

progression route and career opportunities
Students can progress to a full award in First Line
Management/Level 4 Diploma/SVQ 4 Management.
Career opportunities may involve consolidation
of knowledge for personal development to first
line manager.

mode of attendance
Day or Evening

location(s)
Fraserburgh or
workplace

duration
Varied, dependant on
mode of attendance

SCQF
Level 6

entry requirements
No formal entry
requirements, however
participants should be
practicing or potential
line managers.

course code
OT-FLM-P



HNC Human Resource
Management
For further details click:
www.banff-buchan.ac.uk/CourseDetails/Show.aspx/HC-HRM-P

course aims
To provide the knowledge and skills required to
prepare candidates for employment within the field
of human resource management.

course content
The course consists of 9 mandatory credits which
include introduction to CPD; recruitment and
selection; interviewing and employment law.
3 optional credits are required and candidates
may wish to select those offering CIPD associate
membership.

progression route and career opportunities
Students can progress to HND Human Resource
Management or employment at an appropriate
level within the human resource management
field, e.g. HR assistant.
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mode of attendance
Part Time
Evening

location(s)
Fraserburgh

duration
2 Years

SCQF
Level 7

entry requirements
SQA: 5 passes (2 at
higher grade) to include
Standard Grade English
at credit level and
Maths at general level,
or suitable work
experience and/or other
relevant qualifications.

course code
HC-HRM-P degree link




