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CIPD The Chartered Institute of 
Personnel and Development (CIPD) 
is Europe’s largest HR development 
professional body.

CIM The Chartered Institute of 
Marketing (CIM) is the world’s 
largest organisation  for professional 
marketers.

CMI The Chartered Management 
Institute (CMI) is dedicated to 
promoting the highest standards in 
management and leadership.

ILM The Institute of Leadership and 
Management (ILM) offer a wide range 
of qualifications covering all aspects of 
leadership and management.

Whatever industry you work in there are a breadth of 
qualifications available that not only enhance your CV but in 
some cases are a prerequisite to promotion. 

Blackburn College offers professional qualifications in many 
sectors that will give you the professional standards you need to 
become an industry champion.

Professional Courses
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CIPS The Chartered Institute of 
Procurement and Supply (CIPS) is an 
international organisation, based in 
the UK, serving the purchasing and 
supply profession.

AAT (Association of Accounting 
Technicians) is the UK’s leading 
qualification and membership body 
for accounting staff.

CILEx the Chartered Institute of Legal 
Executives is the professional body 
which represents 22,000 trainee and 
practicing Chartered Legal Executives.

AMSPAR is the Association of Medical 
Secretaries, Practice Managers, 
Administrators and Receptionists.

CPCAB (The Counselling and 
Psychotherapy Central Awarding 
Body) is a UK awarding body that is 
managed by professional counsellors, 
trainers and supervisors.
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• We’re affordable  

Our professional qualification 
fees are lower than alternatives 
such as degrees and we don’t 
charge VAT 

• We’re career 
focused 

Our courses are directly linked 
to employment to help you 
progress with your career 

• We have fantastic 
resources   

We have £65m worth of state-of-
the-art facilities to help you with 
your studies – all on one site 

University Centre
At University Centre at Blackburn 
College (UCBC) we work with 
Lancaster University and other 
partners to offer higher education 
and degree courses in Blackburn.

You will study in your own 
dedicated University Centre which 
opened in 2009 costing £14million.  
Studying in small class sizes, you 
will be supported by tutors who will 
get to know you and work closely 
with you to achieve your career 
goals.

Saturn Centre
The Saturn Centre is easily accessed 
from Junction 6 of the M65 and 
with ample free parking it’s the ideal 
venue for your conference needs 
with a dedicated business suite. 

All rooms also come with an 
optional Tea/Coffee & buffet facility 
available at an additional charge.

Why study 
at Blackburn 
College?

• We offer the 
personal touch  

Our class sizes are small, our 
teaching is flexible and we have 
award winning support  

• We offer flexible 
payment options  

There are various  payment 
methods available for some 
courses – just ask!
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Personnel & 
Human Resources

“The best executive is the one who has 
sense enough to pick good men to do 
what he wants done, and self-restraint 
to keep from meddling with them while 
they do it.” 

- Theodore Roosevelt

• Developing yourself as an effective HR or L&D practitioner 
• Understanding organisations and the role of HR 
• Supporting Good Practice in Managing Employment Relations 
• Resourcing talent 
• Recording, analysing and using HR information 
• Undertaking a learning needs analysis 
• Preparing and designing learning and development activities 

This course is delivered over 3 hours in an afternoon or an evening 
1 academic year  |  September start

Certificate in Human Resources Practice 
(Level 3)

The course is designed to give an all-round grounding in the 
main skills and knowledge used by line managers and human 
resources practitioners when managing employees and dealing 
with the associated human resource management problems. 
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Intermediate Certificate or Diploma in Human Resource 
Management (Level 5)

This programme, set at Level 5 (equivalent to the second year or an honours 
degree level) is designed to give an all-round grounding in the main skills 
and knowledge used by line managers and human resources practitioners 
when managing employees and dealing with the associated human resource 
management problems.  The emphasis is on thinking managerially and how HR 
practice contributes to success of organisational practice.  

Core Units:

• Developing Professional Practice
• Business Issues and the Contexts of Human Resources 
• Using Information in Human Resources
• Managing and Co-ordinating the Human Resources Function  

(Diploma Only)
 
Compulsory option units: 

• Resourcing and Talent Planning (Diploma Only)
• Reward Management 
• Employment Law 
• Contemporary Developments in Human Resource Development

The Diploma programme is delivered afternoon and evening over 8 
hours with the Certificate being delivered in an evening over 4 hours.
1 academic year  |  September start

Advanced Diploma in Human Resources Management 
(Level 7)

The emphasis of this course, set at master’s level, is on thinking strategically and 
how HR practice contributes to success of organisational practice.

CIPD specified Core units:

• HRM in Context (Year 2 for the 2014-2015 intake)
• Leading, Managing and Developing People (Year 1)
• Investigating a Business Issue from an HR Perspective (Starts in Week 1 of 

the course and spans both years) 
• Developing Skills for Business Leadership (Runs through both years of the 

course and includes longer study periods)
 
Other compulsory units: 

• Learning and Talent Development. (Year 1 for the 2014-15 intake)
• Managing Employment Relations (Year 1 for the 2014-2015 intake)
• Resourcing and Talent Management (Year 2)
• Employment Law (Year 2 for the 2014-15 intake)

Delivered afternoon and evening over 8 hours
2 academic years  |  September start

Intermediate Award – Employment Law (1 Unit) (Level 5)

The purpose of this unit is to introduce the major areas of employment 
legislation and the employment law system, focusing in particular on ways 
in which day-to-day HR activities are subjected to some form of regulation. 
The unit is intended to provide an overview, rather than to focus in detail on 
the operation of specific employment laws, for those who need to understand 
and be able to evaluate emerging developments in the management of the 
employment relationship in local and international jurisdictions.

This unit information is based on the CIPD Unit specification and will be 
assessed via a 3,000 word written assignment.

The course is delivered over 8 weeks in an evening
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Marketing

“Business only has two functions — 
marketing and innovation”

- Peter Drucker

The Chartered Institute of Marketing 
(CIM) has been representing its 
members and the industry for over 
100 years.  A Royal Charter was 
granted by Her Majesty the Queen in 
1989 and the governing principles 
remain as relevant today as when first 
set out by Royal Charter:  

“…to promote and develop the art 
and science of marketing and to 
encourage, advance and disseminate 
knowledge, education and practical 
training in and research into the art 
and science”

CIM strongly believes that high 
standards of quality and integrity 
are vital to the success of the 
marketing profession so maintaining, 
developing and setting standards 
with the industry is a key part of 
CIM’s work.  

The Professional Marketing Standards 
were developed and released in 2006 
by CIM and have recently undergone 
further review following extensive 
research with employers and leading 
academics. The 2014 release of the 
Professional Marketing Standards 
clearly show the competencies 
expected of marketing professionals 
at each stage of their career and are 
designed to guide both marketers and 
their employers to assess a level of 
proficiency and training needs.

As the world’s largest organisation 
for professional marketers, CIM has 
a global reputation as a centre of 
excellence and its qualifications are 
recognised worldwide.
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Certificate in Professional Marketing (Level 4)

The CIM Level 4 Certificate in Professional Marketing is aimed at the aspiring 
professional marketer who wishes to gain knowledge and skills to succeed and 
progress within a career in marketing.

The aim of the CIM Level 4 Certificate in Professional Marketing is to provide 
the practising marketer with relevant, contemporary marketing content to 
equip them for the current global landscape. Learning is brought to life through 
meaningful and active assessment methods which embrace the modern 
marketing industry. Successful completion of the CIM Level 4 Certificate in 
Professional Marketing will establish the knowledge, skills and understanding 
to be able to perform at an operational level and to carry out an essential and 
successful professional marketing role within the workplace.

Those who successfully achieve this qualification are able to understand the 
wider role of marketing and how their practical skills can be applied to their 
career progression within the marketing profession.

To achieve the CIM Level 4 Certificate in Professional Marketing, a pass in BOTH 
mandatory modules plus ONE elective module is required. 

The full course will be delivered over 18 months, one evening a week
2 starts, usually September & January 
Each of the units are available as an Award, delivered over 19 weeks

Marketing

Mandatory module

Assessment by exam

Digital 
Marketing

Elective module

Assessment by 
portfolio

Integrated 
Communications

Mandatory module

Assessment by exam

Strategic  
Marketing

Mandatory module

Assessment by exam

Mastering  
Metrics

Mandatory module

Assessment by 
assignment

Driving  
Innovation

Elective module

Assessment by 
assignment

Digital  
Strategy

Elective module

Assessment by  
portfolio

Customer 
Experience

Elective module

Assessment by exam

The full course will be delivered over 18 months, one evening a week
2 starts, usually September & January 
Each of the units are available as an Award, delivered over 19 weeks

Diploma in Professional Marketing (Level 6)

The CIM Level 6 Diploma in Professional Marketing is aimed at the professional 
marketer working in an operational, supervisory or management role who 
wishes to develop their knowledge and skills across a range of areas to succeed 
and progress their career in marketing.

The aim of the CIM Level 6 Diploma in Professional Marketing is to provide the 
practising marketer with relevant, contemporary marketing content to equip 
them for the current global landscape. Learning is brought to life through 
meaningful and active assessment methods which embrace the modern 
marketing industry. Successful completion of the CIM Level 6 Diploma in 
Professional Marketing will establish the knowledge, skills and understanding 
to be able to perform at a management level and to carry out an essential and 
successful professional marketing role within the workplace.

Those who successfully achieve this qualification are able to understand the 
wider role of marketing and how their practical skills can be applied to their 
career progression within the marketing profession.

To achieve the CIM Level 6 Diploma in Professional Marketing, a pass in BOTH 
mandatory modules plus ONE elective module is required. 
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Management

“Management is, above all, a practice 
where art, science, and craft meet” 

- Henry Mintzberg

By choosing to join CMI not only do you gain 
access to a wealth of management resources and 
support, our research shows positive impact on 
employability, earning potential and competence.  
Whether you’re a member or studying member, 
you’ll reap the rewards by aligning yourself with 
the only institute warranting the Royal Charter in 
management and leadership.  
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Diploma in Management and Leadership (CMI Level 5)

With a more comprehensive structure, the Level 5 Diploma in Management and 
Leadership gives you all the key skills and competencies you’ll need to become 
an effective middle manager. A Diploma in Management and Leadership is 
the benchmark qualification for full CMI membership, taking you another 
step towards Chartered Manager status.  It leads to the student undertaking a 
meaningful piece of research for their organisation with the support of subject 
specialists.  Modules are:

• Conducting a Management Report
• Practices of Resource Management 

This programme is delivered over 10 weeks, afternoon and evening
January start

The CMI Certificate can be extended to a DIPLOMA by the completion of an 
additional two modules: 

Certificate in Management and Leadership (CMI Level 5)

This new, innovative management development programme is aimed at 
existing or aspiring managers in any industry, business and/or public and 
voluntary sectors.  It updates our popular Certificate in Management Studies 
Programme, which has run successfully at the College for over 30 years.  This 
qualification is designed for middle managers and those aspiring to senior 
management who want to develop key skills such as managing resources, 
managing performance, recruitment and information management.    

The programme focuses on a range of key management areas, which together 
provide the essential tools to enable learners to become effective managers. 
Modules include:

• Personal Development
• Principles of Leadership and Management 
• Managing Team and Individual Performance 
• Meeting Stakeholder and Quality Needs 

This programme is delivered over 12 weeks, afternoon and evening
2 starts, usually September and January

Benefits for employers: 

• Encourage strategic thinking at this level of management, 
to foster business improvement

• Engage middle managers with training and development 
– this qualification is designed to provide clear, 
measurable benefits to career-minded professionals

• Customise this qualification to your development needs

Benefits for individuals: 
 
• Use core management techniques to drive better results
• Develop your ability to lead, motivate and inspire
• Provide strategic leadership as well as day-to-day 

management
• Benchmark your managerial skills
• Raise your profile in your organisation

16 For more information:      Call: 01254 292500 | business@blackburn.ac.uk Visit: www.blackburn.ac.uk 17

M
an

ag
em

en
t



ILM Award/Certificate in Leadership & Management 
(Level 3)

This course gives practising or potential first line managers (team leaders or 
supervisors) the foundation for their formal development in their roles. As the 
largest awarding body for leadership and management qualifications in the 
UK, the Institute of Leadership and Management is committed to developing 
managers at all levels. This qualification has been re-designed in a unit-based 
format, for the UK and European credit frameworks.  

You’ll develop an understanding of the factors that influence how people behave 
at work and investigate a range of leadership styles to motivate individuals and 
monitor performance.  You’ll have the opportunity to look at the importance 
of planning and delegation and, in the later stages of the course, you’ll develop 
your knowledge and understanding of how effective communication at work 
can increase staff motivation and productivity. 

The qualification develops management skills and assists participants in gaining 
the knowledge and skill required by team leaders and supervisors, as well as 
providing a route to career development. The modules offer opportunities for 
class discussion and interaction with other course members. All assessment 
methodologies are work-related and designed to provide individual 
development and direct organisational benefits.  
 
The following modules will be delivered (subject to change):

• Understanding Discipline in the Workplace
• Understanding the Communication Process in the Workplace
• Understanding Leadership
• Understanding Organising and Delegating in the Workplace
• Understand how to establish an effective team
• Understanding how to motivate to improve performance 
• Understanding Conflict Management in the Workplace
• Understanding Innovation and Change in an organisation
• Understanding How to Lead Effective Meetings

This programme is delivered over 6 hours daytime or 3 hours evening
Each unit can also be booked individually 
Various start dates

ILM Award, Certificate & Diploma in Leadership & 
Management (Level 5)

The Level 5 Award, Certificate or Diploma in Leadership and Management is 
designed for practising middle managers, helping them to develop their skills 
and experience, improve performance and prepare for senior management 
responsibilities.

The Award/Certificate/Diploma are delivered consecutively over the year (Units 
subject to change).

Modules Included:

• Developing & Leading Teams to Achieve Organisational Goals & Objectives
• Managing Stress and Conflict in the Organisation
• Understanding the Management Role to Improve Management 

Performance
• Making Professional Presentations
• Leading Innovation & Change
• Managing Improvement
• Making a Financial Case
• Managing Individual Development

Each of the above programmes is delivered over 6.5 hours, afternoon 
through to evening, one day a week
Each unit can be booked individually or as a set to achieve the Award/
Certificate or Diploma | Start anytime
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Coaching & 
Mentoring

“Coaching is the 
universal language of 
change and learning” 

- CNN

Award/Certificate in Coaching and Mentoring (Level 3)

This qualification is designed for junior managers seeking to gain the skills, 
knowledge and confidence to coach and mentor people as part of their normal 
role. It’s also the ideal starting point for a career in coaching and mentoring.

 What are the benefits for students attending this course?

• Learn about coaching and mentoring as powerful development tools
• Understand the role and responsibilities of an effective coach and mentor
• Explore different coaching and mentoring models 
• Develop practical skills, tools and techniques to support these models
• Put your new skills into practice – carry out supervised coaching and 

mentoring sessions
• Analyse, assess and plan to improve your own mentoring ability 

 
What are the benefits for employers?

• Implement coaching and mentoring in your organisation
• Benchmark your organisation’s coaching and mentoring practice against 

nationally recognised standards
• Ensure the managers you develop as coaches and mentors are properly 

equipped with the skills, knowledge and ethical understanding they need
• Create a coaching and mentoring culture in your organisation that means 

all managers are able and willing to coach and mentor others and support 
their professional development

  
Coaching Units (subject to change) (Also available as an Award) 

• Understanding Good Practice in Workplace Coaching
• Undertaking an Extended Period of Coaching in the Workplace 
• Reflecting on Workplace Coaching Skills  

 Mentoring Units (subject to change) (Also available as an Award)

• Understanding Good Practice in Workplace Mentoring 
• Undertaking an Extended Period of Mentoring in the Workplace 
• Reflecting on Workplace Mentoring Skills
 

The Certificate programme runs for 20 weeks, 1 evening a week 
(Award programmes each run for 10 weeks)
Various start dates throughout the year

As the largest awarding body for leadership and management 
qualifications in the UK, the Institute of Leadership and 
Management is committed to developing managers at all 
levels. This qualification has been re-designed in a unit-based 
format, for the UK and European credit frameworks. 
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Environmental
Management

“You must be the change you 
wish to see in the world.”

- Mahatma Gandhi

Award in the Principles of Environmental Management
(Level 3)

This qualification is for first line managers and supervisors with 
responsibility for environmental management. It assists learners 
in benchmarking their practice and getting up to speed with the 
regulations and requirements according to industry best practice 
and compliance.

What are the benefits of attending?

• Identify the environmental law that applies to your organisation
• Understand other key requirements, including sector or customer-specific 

requirements
• Understand what your organisation must do to comply with these
• Know the key environmental regulators and enforcement bodies
• Evaluate the environmental impact of your own work activities
• Support and communicate environmental good practice 

 
Benefits for employers:

• Ensure your environmental management strategies are implemented
• Comply with current legal and other environmental requirements
• Managers with the skills and knowledge to review, benchmark and 

improve environmental practices
• Develop environmental managers who champion best practice 

 
There are two mandatory units in this qualification:  

 1. Principles of legal and non-regulatory environmental compliance
 2. Develop an awareness of environmental good practice 
 

This course is delivered over 12 weeks, 1 evening per week
Various start dates throughout the academic year
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Purchasing  
& Supply

“Think like a seller, and then 
you will be a good buyer.” 

- Auliq Ice (Author)

Introduction to Procurement (Level 2) (formerly CIPS)

This is the ideal course if you’re just starting your career in procurement or if 
procurement is  part of your role. It will enable you to recognise and describe 
the key processes in procurement and build your professional knowledge and 
competence. You don’t need any prior experience or qualifications to start your 
studies at this stage.  This course should be seen as the pre-cursor to CIPS Levels 
3 and/or 4.

This new Level 2 Introductory Certificate has been designed to aid anyone who 
would like to develop and improve their skills in the workplace.  This certificate 
benefits not only the individual but also the company; it could mean cost 
savings and quality improvements in the workplace.  The course is primarily 
aimed at students who wish to start on the procurement and supply career 
ladder or those who have just started and want to improve their knowledge.

This course will be delivered over 2 full days
Various start dates throughout the academic year
The course is non-accredited and therefore attendees will receive a 
Blackburn College Introductory Certificate in Procurement 

Advanced Certificate in Procurement & Supply 
Operations (Level 3)

Level 3 is designed for those in an operational procurement and supply role who 
need the capability to carry out procurement and supply tasks. The Advanced 
certificate in procurement and supply operations consists of five compulsory 
units. Assessment for each unit is by examination. The modules included at 
level 3 are:

• Procurement & Supply Environments 
• Procurement & Supply Operations 
• Procurement & Supply Workflow 
• Inventory & Logistics Operations   
• Procurement & Supply Relationships

Usually delivered over 4 hours, 1 morning a week for an academic 
year  |  September and January starts available
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Diploma in Procurement & Supply (CIPS Level 4)

This qualification is the normal entry level for graduates or for those with 
substantial procurement experience.  Many CIPS members, who have previous 
business experience or qualifications, commence their CIPS studies with this 
Level 4 qualification. The aims of the course are to provide insight into best 
practice, develop decision making skills and provide a broad-based education in 
business relating to the profession.  The course consists of five units which are 
examinable at various times of the year. Modules include:

• Contexts of Procurement & Supply
• Business Needs in Procurement & Supply 
• Sourcing in Procurement & Supply 
• Negotiating and Contracting in Procurement & Supply  
• Managing Contracts & Relationships in Procurement & Supply

Usually delivered over 4 hours, 1 afternoon or 1 evening a week for an 
academic year  |  September and March starts available 

Advanced Diploma in Procurement & Supply (Level 5)

This Level 5 Advanced Diploma in Procurement and Supply is for those who 
have already completed the Level 4 Foundation Diploma and now wish to 
progress on to further study or learn in more depth about the issues and theories 
surrounding Purchasing and Supply. 

This level provides senior buyers and contract and supply chain managers with 
the expertise to improve organisational procurement and to fulfil organisational 
objectives. It gives you the knowledge base to reduce cost, improve quality, 
manage the supply chain and deal with legal issues.  Modules include:

• Management in Procurement & Supply
• Managing Risks in Supply Chains 
• Operations Management in Supply Chains 
• Improving the Competitiveness of Supply Chains  
• Category Management in Procurement & Supply

Usually delivered over 4 hours, 1 afternoon or 1 evening a week for an 
academic year  |  September start

Professional Diploma in Procurement & Supply (Level 6)

Usually delivered over 4 hours, 1 afternoon a week for an academic 
year  |  September start

The Level 6 Professional Diploma in Procurement & Supply from the 
Chartered Institute of Procurement and Supply is the highest level CIPS 
qualification offered at University Centre at Blackburn College.  If you’re 
studying on the course you’ll more than likely be working in a role where 
you’ll be practicing at a high level and making demanding purchasing and 
supply decisions on a daily basis.  Indeed, you may be working in a specialist 
Purchasing and Supply role. 

Aimed at senior procurement professionals and heads of department, it is 
targeted at building strategic procurement competence, giving managers 
the ability to formulate strategic direction and advice, in terms of change 
management, stakeholder management and team leadership.  Modules 
include:

• Legal Aspects in Procurement & 
Supply (UK) 

• Project & Programme Management  
• Corporate & Business Strategy  
• Strategic Supply Chain Management  
• Leadership in Procurement & Supply
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Accountancy

“I have no use for bodyguards, but I 
have very specific use for two highly 
trained certified public accountants.”

- Elvis Presley  
The AAT is the world’s leading professional membership body for accounting 
technicians, with over 100,000 members worldwide. The AAT is the UK’s 
largest awarding body of skills-based qualifications in accounting. The 
Level 2 Certificate in Accounting (AAT) is a practical introductory course for 
students working or planning to work in accounts related jobs.

(AAT) Access Level 1 Award in Accounting

AAT Access, Level 1 Award in Accounting has been developed for students who 
want an introduction to accounting and finance, it introduces basic accounting, 
concepts of single-entry bookkeeping and mathematical functions using 
financial data.

The course is broken down into four mandatory learning areas. Upon 
completion, students will proficient in the following areas:

• Accounting in a professional environment
• Essential accounting procedures
• Creating business documents
• Mathematics for Accounting 

The duration of the course is 5 weeks, 1 day a week
Usually delivered in July
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(AAT) Essentials: Finance for Non-Financial Managers

Understanding financial documents, analysing financial performance and 
managing budgets is a part of many manager’s roles. However, this can be 
challenging without an accounting background. This AAT Essential provides a 
basic grounding in key financial documents and processes to help you to meet 
this requirement more effectively.

Developed for business people without an accounting and finance background, 
the courses provide practical, straight-talking training, packed with the 
essentials of how to manage business finance more effectively.

The duration of the course is 6 hours. The course can be delivered 
over 1 day or 2 half days and dates and times to suit you.

(AAT) Essentials: Budgeting for the Small Business – 
Planning & Control

Implementing simple budgeting in business aids planning and enables 
businesses to monitor their performance and keep an eye out for danger signs.  
This AAT Essential will help you to prepare budgets, make informed budgeting 
decisions and effectively communicate financial information (for example, to 
business partners or the bank).

Developed for business people without an accounting and finance background, 
the courses provide practical, straight-talking training, packed with the 
essentials of how to manage business finance more effectively. 

The duration of the course is 6 hours. The course can be delivered 
over 1 day or 2 half days and dates and times to suit you.

Book Keeping Certificate  (Level 2)

The AAT Level 2 Certificate in Bookkeeping is a short qualification that gives 
you a thorough foundation in bookkeeping and basic accounting practices, 
including double-entry bookkeeping. Modules include:

• Processing book keeping transactions
• Control accounts, journals and the banking system

This course is delivered over 15 weeks, 4 hours per session, 1 session 
per week  |  September and January starts available

Certificate in Accounting (Level 2)

This is a practical course and includes learning how to: 

• Manually prepare sales invoices and credit notes 
• Compile customer statements manually and using computer systems 
• Prepare incoming documentation for businesses including goods 

received information and purchase invoices 
• Complete exercises involving bank statements and their relationship with 

the manual accounting records. 
• Reconcile information between different parts of accounting systems and 

complete the initial trial balance. 
• As an introduction to cost accounting, you will also study the elements 

that make up the costs in businesses. 
• Use a computerised accounting system
• Work effectively and professional ethics in the accounting role

This course is delivered over 4 hours, either morning, afternoon or 
evening over an academic year
September and January starts available
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Diploma in Accounting (Level 4) 

This is a practical course where you will develop skills and knowledge in the 
controlling of costs and improving the performance of operations. You will 
learn to monitor and analyse costs against trends and standards.  Management 
information will be used to prepare and present management reports. Budgets 
will be prepared, developed, and presented to management. 

Draft limited company accounts and group financial statements will be 
prepared, in accordance with International Accounting Standards. You will 
learn to prepare and explain annual cash flow statements for organisations. 
To develop your research, analysis and presentation skills you will produce a 
project report (4000 words) showing how improvements in accounting systems 
can be achieved.  

This course runs for 1 academic year, usually 1 afternoon (6 hours) or 
2 x 3 hour evenings  |  September and January starts available

Diploma in Accounting (Level 3) 

This is a practical course studying core accounting documentation, including 
the initial trial balance, through to the presentation of a set of final accounts for 
sole-traders and partnerships. From the cost accounting view of businesses, 
you will study how costs and revenues are analysed and used for management 
decisions. The behaviour of costs will be studied for both short-term and long-
term planning decisions. You will learn to prepare VAT accounts and returns 
for the Government and also management reports to include ratios and other 
performance indicators. This Level 3 course also explores the increasing use of 
spreadsheets in accounting and professional and business ethics. 

• Manually prepare sales invoices and credit notes 
• Compile customer statements manually and using computer systems 
• Prepare incoming documentation for businesses including goods 

received information and purchase invoices 

This course runs for 1 academic year either afternoon or evening for 
4 hours  |  September and January starts available
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Legal
Professional Diploma in Law and Practice (Level 3)

The course involves the study of a variety of legal areas and skills and 
concentrates on the acquisition of the practical skills designed to equip you 
for a role in today’s fast changing legal profession.  CILEx offers a highly cost-
effective and accessible route to becoming a lawyer and unparalleled access to a 
flexible career in law.

The Level 3 Professional Diploma in Law and Practice is a broad-based, practical 
introduction to Law and Legal Practice.  It requires that students achieve across 
key areas of Law and Legal Practice. Modules include a mixture of:

Year 1:
Introduction to Law and Practice, Law of Tort, Client Care Skills, Legal 
Research Skills, Practice Module: Civil Litigation 

Year 2:
Contract Law, Land Law, Criminal Law, Family Law, Practice Module: 
Criminal Litigation or Conveyancing

“If there were no bad people, 
there would be no good 
lawyers” 

- Charles Dickens
The course is delivered over two academic years, 1 afternoon and one 
evening per week  |  September start

Civil Litigation Module

By the end of this 7 credit CILEx accredited module, the learner will understand 
key concepts, terms and processes in the area of Civil Litigation.  The module 
provides relevant underpinning knowledge and understanding towards units 
of the Legal Advice standards; specifically, Unit 44 Personal Injury Legal Advice 
and Casework.

This course runs for 12 weeks, 2 hours a week
Various starts available
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Land Law Module

By attending this 7 credit CILEx accredited module the learner will understand 
key concepts, terms and processes in the area of Land Law.  The module 
provides the relevant underpinning knowledge and understanding towards 
units of the Legal Advice standards.  Content includes:

• What is meant by ‘Land’
• What will be purchased in a Land transaction
• The distinction between registered and unregistered land
• The way in which the registered land system works
• How land can be held by more than one person
• The nature and effect of an easement
• The restrictions and obligations imposed on land ownership by covenants
• The nature and effect of a mortgage

Conveyancing Module  
(Registered Residential Freehold with Vacant Possession) 

By the end of this CILEx Accredited 7 credit module, the learner will understand 
key concepts, terms and processes in the area of Conveyancing.  By completing 
this module, the attendee will understand and be competent in:

• The meaning of the term ‘conveyancing’ 
• How to take standard instructions on a sale and purchase 
• The requirements of a Contract for Sale
• How to make pre-contract searches
• How to make pre-contract enquiries
• How to investigate title
• How to act for a mortgage lender (new mortgage)
• How to act for a mortgage lender (redemption)
• How to exchange contracts
• How to complete a transaction
• The work required post-completion to perfect the buyer’s title

This course runs for 13 weeks, 2 hours a week
Various starts available

This course runs for 8 weeks, 2 hours a week
Various starts available

Land Law & Conveyancing Modules (Package Offer)

By booking onto this package attendees will study Land Law and 
Conveyancing and attain 14 credits from CILEx.  The course content 
will include all of the above and is delivered at a special offer price if 
booked together.

The course runs for 21 weeks, 2 hours per session
Various start dates available 

Professional Higher Diploma in Law and Practice (Level 6)

This course represents the final academic stage towards becoming a Legal 
Executive. Building on the CILEx Level 3 Diploma in Law and Practice, students 
are required to demonstrate a broad and detailed understanding of the law in 
specified areas.

Year 1:   
 
A student may choose 1 Practice module, 1 Law module plus the compulsory 
Client Care module:  

Practice Modules (Exam Based): Civil Litigation or Conveyancing  
Law Modules (Exam Based): Law of Tort  
Compulsory Modules (Portfolio Based): Client Care   
(subject to change)

Year 2:  
 
A student would study 2 law modules  and the compulsory Legal Research 
module:  

Law Modules (Exam Based): Criminal, Tort 
Compulsory Modules (Portfolio Based): Legal Research   
(subject to change)

The course is delivered over two academic years, 1 afternoon and one 
evening per week  |  September start
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Medical

“As we look ahead into the next 
century, leaders will be those who 
empower others” 

- Bill Gates
Certificate in Health Service Administration

The programme has been designed for practising Primary and Secondary 
Care Receptionists and Administrators. It is desirable that candidates have 
been in post for at least six months, prior to commencement of the course, as 
some elements require a level of work experience.  

The AMSPAR Certificate in Health Service Administration will enable 
candidates to enhance their knowledge and skills within health care 
administration and will create a pathway to further study.  The content of 
this programme is based on the main roles and responsibilities of a medical 
administrator.  

Candidates undertaking this course will gain, and be able to apply, knowledge 
of the structure and functions of the statutory and voluntary health and social 
services to enable them to work effectively as an administrator within the 
healthcare field.  It will enable them to understand the working relationships 
between different sections and departments of the statutory and voluntary 
services, and to work as part of the healthcare team.

This course will run for 4 days, 5 hours per day on a weekly or 
fortnightly basis  |  Various start dates available
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Certificate/Diploma in Primary Care and 
Health Management – Dual Awarded with 
ILM Certificate in Leadership & Management 
(Level 5)  

The programme has been designed to meet the needs of 
today’s manager in Primary Care and to cover the main roles 
and responsibilities of the position.  To attend on this course, candidates must 
have a minimum of two years experience within a health or social care setting. 
   
The course comprises 7 units and you have to satisfactorily complete all the 
units to gain the Diploma.  Unit details are as follows:

This course is delivered over an academic year, 1 day a week, 6 hours 
per day 
Main intake is September however students can start anytime

• 601 - Managing Medical Ethics 
and Legal Requirements in 
a Primary Care and Health 
Environment 

• 602  - Financial Management 
and Budgeting in a Primary Care 
and Health Environment 

• 603 - Managing Information and 
Communication in a Primary 
Care and Health Environment

• 604 - Developing and leading teams 
to  achieve organisational goals and 
objectives 

• 605 - Developing or Improving 
Services in a Primary Care or Health 
Environment 

• 608 - Managing for Efficiency and 
Effectiveness 

• 609 - Managing Recruitment

Completion of all units, excluding Unit 605 “Developing or Improving Services 
in a Primary Care or Health Environment” would constitute the award of 
“Certificate in Primary Care and Health Management”.  It is also possible to 
obtain a Unit award for each satisfactorily completed unit.
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Counselling

“Be who you are and say what you feel, 
because those who mind don’t matter 
and those who matter don’t mind.”

- Dr. Seuss

Certificate in Counselling Skills (Level 2)

Students will study the following subjects (based on the learning outcomes of 
the CPCAB):

• Use counselling skills ethically & safely
• Establish and sustain the boundaries of the helping role
• Work empathically as a helper
• Focus on the helpee’s needs and concerns
• Use self-awareness in helping work
• Use a range of counselling skills to facilitate the helping interaction
• Use feedback and reflection to enhance counselling skills

This course runs for 14 weeks, 1 evening per week and includes 3 
non-residential weekends  |  Various start dates available

CPCAB (The Counselling and Psychotherapy Central Awarding Body) is a 
UK awarding body that is managed by professional counsellors, trainers 
and supervisors. 

Now in their 18th year of operation, they are the only awarding body in 
Europe to specialise in the field of Counselling.  They are one of the largest 
awarding bodies in this field.  

All CPCAB qualifications have been updated and revised in 2010 to reflect 
the most recent research findings on the effectiveness of counselling and to 
anticipate the proposed requirements of statutory regulation.  
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And we also deliver...

Customer Care (Including Telephone Skills)

This one day workshop is aimed at delegates who deal with internal and external 
customers.  The following topics are covered:

• Understand the importance of delivering exceptional Customer Service 
• Establishing and meeting the needs of customers
• Handling difficult customer interactions and complaints
• Strategies to achieve consistency and create a memorable experience

Appraisal Techniques

The aim of this course is to develop knowledge and understanding of appraising 
performance in the work place, and to ensure that feedback systems are 
effective in maintaining and enhancing desirable performance. The following 
topics will be covered on the course:

• The purpose and value of informal and formal assessment in the 
workplace

• Ways to ensure fair and objective assessment (examining any potential 
barriers)

• Preparations necessary for fair and valid performance assessment
• Roles and responsibilities of individuals in the assessment process
• Structure of an effective appraisal
• Appraisal documentation

One day course delivered at various times throughout the academic 
year

The course takes place over 4 hours on one day.
Various start dates available
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Events 
Management

Events Management & Planning (Beginners) 

The aim of this module is to encourage students to investigate and develop an 
appreciation of the particular needs of clients within the conference and events 
sector, enabling them to analyse events management from an operational 
viewpoint. The students will examine how the project manager fits into the 
event management structure and several project management techniques will 
be examined and then applied to event management experience. Evaluation 
methods will be considered and limitations outlined, which are:

• Introduction to the scale and scope of the events industry
• Event Management Principles
• Approaches to event operations
• Analysis of internal/external environment
• Marketing and promotion of events
• Event Discussion & Detailed planning applications
• Event Planning Process 
• Product and service development
• Roles and responsibilities of an Event Manager within an event context
• Health and Safety in relation to the event

This 10 week course will be delivered in an evening
Various start dates available

Events Management, Planning & Delivery (Advanced)  

Event project is the practical application of running live events. The students 
will be expected to run events in teams.  Generally the student events are held in 
and around Blackburn and may include student social events, day conferences 
and various charity based events. The purpose of the module is to develop a 
deeper understanding of events management and the day to day considerations 
of event mangers in planning and running events successfully.  

The module will aim to develop students’ knowledge and understanding of the 
event planning process and use this knowledge by applying it to a real event 
by analysing and evaluating the different components involved in organising 
and running an event and by identifying the problems and solutions within the 
context of an event, which are:

• Event project management – customers and stakeholders
• Principles of event operations management through the event operations 

management model
• Analyse and apply risk/financial planning management techniques.
• Implementing the key process for event management in an organised 

event and HRM issues
• Risk assessment management issues
• Evaluating marketing mix and marketing process
• Event customer service and implementation of customer service skills
• Supply chain
• Contingency plans
• Event evaluation and event discussion and finalisation

This 10 week course will be delivered in an evening 
Students will also take part in a live event
Various start dates available
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Referral 
Marketing

Referral Marketing & Networking Etiquette  
= Return On Investment?  

Blackburn College in conjunction with Carmen Parkinson, formerly of The 
Referral Institute are pleased to announce the release of our new suite of 
Referral Marketing & Networking Etiquette courses.

The proven programme designed to increase your referral results, save you time 
and create a written referral marketing plan to use within your business day to 
day to help Create Referrals For Life®.  Delivered over 12 weeks, the programme 
provides knowledge and immersion in the topic.  A classroom environment 
provides focus and quiet time to prepare and the weekly format provides time 
between the classes to implement the strategies creating results during the 
programme.

PART I:  Your marketing communication strategy

Module 1: Finding Your Starting Point 
Module 2: Identifying your networks and using the VCP Process™ 
Module 3: The 10 Commandments of a networking mixer 
Module 4: Making introductions that last 
Module 5: Creating and delivering an effective presentation 
Module 6: Tools and techniques for enhancing your business image 

PART II:  Identifying relationships and the relationship development process: 
Driving your network through the VCP Process™

Module 7: Contact spheres, hub firms, mining a vein, 7 different types of  
  organisations 
Module 8: The GAINS profile and 15 ways to promote 
Module 9: 18 tactics to motivate your referral partners 
Module 10: Training your referral partners 
Module 11: Evaluating your effectiveness – “it’s all my fault” 
Module 12: Generating Referrals For Life® 

BOOK ALL 12 SESSIONS AND RECEIVE A FEE DISCOUNT 
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Build your own Online Shop (eCommerce)

This course will cover the following:

• Understanding eCommerce and the changing face of retail 
• Planning
• Server Management 
• Getting it Right 
• Multimedia 
• Marketing and Promotion
• Legislation 
• Security
• Payment mechanisms
• Order Processing
• Customer invoicing and communication 
 
During the course you will learn how to put all of this into practice and build 
an online shop on your own server space. There will be a weekly mix of theory/
discussion/research and practical which will guide you towards your goal of 
producing a working online shop.

The course will be delivered over 12 weeks, 1 evening per week.

Marketing Masterclasses    

Blackburn College in conjunction with Eden Marketing are pleased to announce 
the release of our new suite of marketing courses, delivered by an industry 
specialist and aimed at any individual carrying out a marketing function within 
an organisation.

About the tutor:
Jean Atkinson is a Chartered Marketer and has spent over 17 years marketing 
in various industries on an international basis. She owns Eden Marketing, a 
training company in Blackburn providing business owners and marketing 
practitioners with the marketing knowledge and tools to carry out effective 
marketing within their own business.  Her workshops are focused on 
developing marketing strategies to achieve results, yet are jargon free, bespoke 
and most of all fun.

She’s seen many successes with companies reducing marketing spend whilst 
still achieving growth and others generating large sales orders on the back of 
implementing their new-found marketing knowledge. Jean is actively involved 
in promoting good marketing practice to start-ups and SMEs.  

Why should I attend?

• 6 x 3 hour sessions
• Morning or evening delivery available
• Pick and mix to suit to your requirements...or attend every session
• Discount available if all 6 sessions are booked together
• Fast track to business growth
• No jargon...let’s just get straight to the point!
• Hand-outs provided via PDF to support embedded learning
• 30 days free email support following the sessions
• 3 hours CPD per workshop (that’s 18 hours CPD if you book on all 6 

sessions!)
• Certificate of Attendance for each workshop attended
• Morning delivery at our Business Suite and evening delivery on main 

campus 
• Free parking 

What will be covered in the sessions?

BOOK ALL 6 SESSIONS AND RECEIVE A FEE DISCOUNT 

• Marketing Planning and Strategy
• Measuring Marketing Activity
• Customer and Employee Research

• Search Engine Marketing (SEM)
• No-Cost Marketing
• Social Media Strategy
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Blackburn College
Feilden Street

Blackburn

BB2 1LH

For more information call

01254 292500
email:

business@blackburn.ac.uk

or visit:

www.blackburn.ac.uk

www.youtube.com/user/blackburncollegevids

Facebook “f ” Logo CMYK / .eps Facebook “f ” Logo CMYK / .eps

www.facebook.com/bbcol www.twitter.com/bbcollege

*Content subject to change
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