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Free Training Courses 
Since 1989 the CADCentre has empowered individuals 

through technical training helping people towards career 

success. 

The company is an approved training provider for WAG 

(Welsh Assembly Government) under the department of 

DCELLs (Department for Children, Education and Lifelong 

Learning Skills) and for the LSC (Learning Skills Council)and is 

able to offer training free of charge under the Train to Gain, 

Skillbuild, Foundation Modern Apprentice and Modern Apprenticeship schemes throughout England and Wales. 

The CADCentre has three training centres in Wales, located in Swansea, Cardiff and Newport, and also five training 

Centres in England, located in Gloucester, Swindon, Reading, West Midlands and London. 

ά¢ƘŜ /!5/ŜƴǘǊŜΩǎ ŀƛƳ ƛǎ ǘƻ ƎƛǾŜ ƭŜŀǊƴŜǊǎ ǘƘŜ ǘŜŎƘƴƛŎŀƭ ǎƪƛƭƭǎΣ ƪƴƻǿƭŜŘƎŜ ŀƴŘ ǉǳŀƭƛŦƛŎŀǘƛƻƴǎ ǘƘŀǘ ƛǎ ǊŜǉǳƛǊŜŘ ǘƻ ŜƴŀōƭŜ 

ǘƘŜƳ ǘƻ ŦǳƭŦƛƭ ǘƘŜƛǊ Ƨƻō ŜȄǇŜŎǘŀǘƛƻƴǎέ  

²Ƙŀǘ /ƻǳǊǎŜΩǎ Ŏŀƴ ǿŜ ƻŦŦŜǊΚ 

¶ NVQ for IT Users (ITQ) Levels 1 to 3 

¶ NVQ for IT Practitioners Level 1 to 2 

¶ NVQ for IT Professionals Level 3 

¶ NVQ in Business and Administration Levels 1 to 3 

¶ NVQ in Performing Manufacturing Operations Level 2* 

¶ NVQ in Performing Engineering Operations Level 2* 

¶ NVQ in Customer Service Level 2** 

¶ Certificate for IT Users 

¶ Diploma for IT Users 

¶ Advanced Diploma for IT Users   

¶ Diploma for IT Practitioners 

¶ Advanced Diploma for IT Practitioners 

¶ Computer Aided Design 

¶ Keyskills 
*Available to candidates in full time employment only. 

**Available to candidates who receive funding through the LSC only 

 

Please note that to complete an NVQ Level 3 you must be in relevant full time employment 

We have been helping people for over eighteen years to get to 

where they want to be and we can do the same for you! 

 



 
 

 

 

How to contact us: 

Website:  www.cadcentreuk.com 

Free Phone:  0808 2000 129 

Cardiff:   02920 388887  3rd Floor, St DŀǾƛŘΩǎ IƻǳǎŜΣ ²ƻƻŘ {ǘǊŜŜǘΣ /ŀǊŘƛŦŦ  CF10 1ES 

Swansea:  01792 475522  Clipper House, Quay West, Quay Parade, Swansea  SA1 1SR 

Newport:  01633 252502  3rd Floor, Clarence House, Clarence Place, Newport  NP19 7AA 

Gloucester:  01452 385036  4th Floor, Eastgate House, Eastgate Street, Gloucester  GL1 1QB 

Swindon:  01793 611506  7th Floor, Alexander House, 19 Fleming Way, Swindon  SN1 2NG 

London:  0207 9538406  2nd Floor, Coppergate House, 16 Brune Street, London E1 7NJ 

Reading:  0118 975 4540  Smallmead Gate, Pingemead Business Centre, Reading, RG30 3UR 

West Midlands: Vision Point, Vaughan Trading Estate, Sedgley Road East, Tipton, 

West Midlands, DY4 7UU 

What can we offer you?   

¶ A Training Allowance of £50 per week* or a top up on 

benefits from the Job Centre** 

¶ Travel expenses paid after the first £5 per week**  

¶ The opportunity of receiving an extra £15 per month in gift 

vouchers for 100% attendance*** 

¶ The opportunity of being rewarded Learner of the Month and 

receiving £25 in gift vouchers*** 

¶ Gaining a full National Vocational Qualification (NVQ) accredited by City and Guilds 

¶ The chance to spend a minimum of four weeks in a work placement to discover which job is right for you* 

¶ Training on CV writing and interview techniques via our experienced work placement officers 

¶ Coaching in useful skills like communication, team working, problem solving and using computers 

¶ Regular support and advice to help you make the right choices 

¶ A big boost to your own confidence and brighter prospects for the future 

* Skillbuild Youth Learners and unemployed Foundation Modern Apprentice Learners only 

**Skillbuild Adults only and depending on Job Centre criteria (top up is paid by the Job Centre not the CADCentre) 

***¦ƴŜƳǇƭƻȅŜŘ [ŜŀǊƴŜǊΩǎ ƻnly 

 

If you require a copy of the prospectus in Welsh or in a larger font, then please contact your nearest office.  

 

http://www.cadcentreuk.com/


 
 

 

 

Statement of Service 

The CADCentre (UK) Ltd is one of the leading training providers in Wales and has expanded into the South of England 

delivering highly effective and engaging programmes. 

We are located in Swansea, Cardiff, Newport, Gloucester, Swindon, Reading, West Midlands and London Central and 

deliver Skill Build Adult/Youth programmes in Wales, Apprenticeships and Accelerated Apprenticeships in England 

and Wales, and Train to Gain in England.   Our main aim is to train and develop learners through Work-Based training 

and to achieve nationally recognised quality standards through IT in the form of Apprenticeship frameworks, NVQ 

and stand alone qualifications.  

We offer Information, Advice and Guidance (IAG) to all potential learners and employers. The service is impartial and 

is available to help you make informed choices about current learning and work opportunities available.  

Information, Advice and Guidance interviews are confidential and offer a chance for you to discuss, identify and 

receive information on opportunities with a competent advisor.   We will signpost and refer to other agencies and 

organisations, as appropriate, who may be able to help and support you if we are unable to meet your needs.  

Throughout all our services we aim to meet the individuals needs and promote equality. 

The CADCentre (UK) Ltd delivers work-based learning with trainers and assessors providing a wealth of industry 

ƪƴƻǿƭŜŘƎŜΣ ǿƛǘƘƛƴ ǘƘŜ L/¢Σ .ǳǎƛƴŜǎǎ !ŘƳƛƴƛǎǘǊŀǘƛƻƴΣ 9ƴƎƛƴŜŜǊƛƴƎ ŀƴŘ aŀƴǳŦŀŎǘǳǊƛƴƎ ǎŜŎǘƻǊǎ ŀƴŘ ǿƘƻ ƳŜŜǘ ǘƘŜ Ψ{ƪƛƭƭǎ 

for [ƛŦŜΩ ƴŜŜŘǎ ǘƘǊƻǳƎƘƻǳǘ ǘƘŜ ¦YΦ  ¢ƘŜ /!5/ŜƴǘǊŜ ŀƭǎƻ ǿƻǊƪǎ ƛƴ ǇŀǊǘƴŜǊǎƘƛǇ ǿƛǘƘ /ŀǊŜŜǊǎΣ {ŜŎǘƻǊ {ƪƛƭƭǎ /ƻǳƴŎƛƭǎΣ /ƛǘȅ 

& Guilds, Job Centres and Employers.  

Our services can be accessed from 9am to 5pm Monday to Friday on free phone 0808 2000129, or place enquires by 

email on enquiries@cadcentreuk.com  or view our website on www.cadcentreuk.com.  Your details will be 

forwarded to one of our regional centres who will contact you to arrange an appointment. 

We welcome and value compliments, complaints and suggestions about our service.  These can be made by using 

suggestion boxes available in our training centres, through to learner satisfaction surveys, learner interviews and 

employer surveys etc. The feedback is evaluated and used to continuously improve and develop our service delivery. 

If you require this information in a larger print or other format please contact us on  free phone 0808 2000129 or 

email your query to enquiries@cadcentreuk.com.  Details and locations of all our centres are available on our 

website at www.cadcentreuk.com. 

 

mailto:enquiries@cadcentreuk.com
http://www.cadcentreuk.com/
mailto:enquiries@cadcentreuk.com


 
 

 

 

Equality Charter  

We all deserve an equal chance of success   

Commitment 

The CADCentre believes that excellence will be achieved through  

recognising the value of every individual.  We aim to create an 

 environment that respects the diversity of staff and learners and  

enables them to achieve their full potential, to contribute fully, and 

to gain maximum benefit and enjoyment from their involvement with the CADCentre. 

Therefore the CADCentre acknowledges the following basic rights for all staff and learners and prospective learners: 

¶ to be treated with respect and dignity 

¶ to be treated fairly with regard to all procedures, assessments and choices 

¶ to receive encouragement to reach their full potential 

 

The CADCentre will comply with all relevant legislation and good practice and will respect differences in race and 

ethnic or national origin, gender, disability, mental health, sexual orientation, age, religious or political beliefs, 

additional learning, economic and social need. 

 

What this means 

The CADCentre will be a place where: 

¶ All who learn and work with us will have the opportunity to participate fully and achieve their full potential 

¶ Physical, social and economic barriers to access are minimised 

¶ The environment is welcoming and supportive 

¶ Everyone accepts their responsibility to uphold equality and show respect to others 

 

How the CADCentre will show its commitment 

The CADCentre will: 

¶ Actively promote equality by valuing and respecting differences between people 

¶ Ensure staff are equipped to recognise diversity and challenge discrimination 

¶ Investigate all allegations of discrimination sensitively 

¶ Monitor policies, procedures and practices to ensure they are free from discrimination and respond to the 

needs of the wider community 

¶ Face up to the challenge of improving year on year as an outstanding equality organisation which listens to 

and cares for all its learners and staff 

 

If you feel that we have got things wrong then contact our Equality & Diversity Co-ordinator, Emma Davidge on 

01633 252502 or via email at emma.davidge@cadcentreuk.com 

mailto:emma.davidge@cadcentreuk.com


 
 

 

 

What are National Vocational Qualifications (NVQs)? 

National Vocational Qualifications are work based qualifications not educational qualifications.  They are built up 

with a combination of on-the-job and off-the-job training (i.e. covering skills used at work and underpinning 

knowledge in a training establishment). 

Each NVQ unit is made up of units of competence, each individual unit is assessed and an NVQ is awarded when all 

the required units have been achieved.  There are no examinations to sit. 

NVQs are flexible and practical qualifications, which allow learners to work at their own pace. 

 

What are Keyskills? 

Keyskills are qualifications that the Government has recognised as an essential part of occupational competence and 

cover: 

¶ Communication  

¶ Application of Number 

¶ Information Communication Technology 

¶ Improve Own learning 

¶ Working With Others 

These are delivered with the NVQ but are assessed and certified separately.  The Keyskills 

are portfolio based. 

Keyskills are a passport to a successful career!! 

 

Contact us on 

Website:  www.cadcentreuk.com      Cardiff:  02920 388887      Swansea:  01792 475544      Newport:  01633 252502 

Free Phone:  0808 2000 129    Gloucester:  01452 385036     Swindon:  01793 611506      London:  0207 953 8406 

Reading:  0118 975 4540 

 

 

 

 

 

http://www.cadcentreuk.com/


 
 

 

 

Summary of Schemes 

The CADCentre offers training under five government funded schemes.   

Please see below for criteria.   

Skillbuild Youth  

¶ 16 ς 17 years of age 

¶ Unemployed 

 

Skillbuild Adults 

¶ 25 ς 64 years of age (19+ if have a disability) 

¶ Unemployed 

Foundation Modern Apprenticeships (FMA) 

¶ 16 ς 24 years of age if unemployed 

¶ 16+ years of age if employed in a related occupation 

¶ Cannot hold a Degree qualification but you could be eligible as a Modern Apprentice 

Modern Apprenticeships 

¶ Must be employed in a related occupation 

¶ 16+ years of age 

Train to Gain 

¶ Must be 19 or over 

¶ Must have a contract of employment or be a volunteer with a contract 

 

 

 

 

The CADCentre also runs business courses and schemes under the Step Up Sector, please contact your local 

centre for more details. 

 

 

  

 

 



 
 

 

 

Skillbuild Youth   

The Skillbuild Youth (SBY) programme is designed to 

give young people the chance to gain skills, confidence 

and valuable work experience as well as a nationally 

recognised qualification. 

By completing a SBY programme you will not only gain a 

nationally recognised qualification but also give you the 

capabilities to progress onto further training and better 

prospects.   

You will have your own individualised and flexible 

learning plan as well as an allocated qualified and 

experienced trainer/assessor. 

With work based learning you really do get the best of both worlds, working in a real work environment whilst 

gaining real skills, earning a training allowance and gaining a recognised qualification. 

You must be endorsed by Careers Wales to join this scheme 

Key Information: 

¶ You must be aged 16 ς 17 years of age and be seeking full time employment 

¶ Length of course is up to 26 weeks 

¶ You must attend the training centre for 30 hours per week, Monday to Thursday 9.00am to 5.00pm 

¶ You will receive a £50 weekly training allowance 

¶ You will have travel expenses paid after the first £5 each week 

¶ You will have the opportunity of receiving an extra £15 per month for 100% attendance 

¶ You will have the opportunity of being rewarded Learner of the Month and receiving £25 in gift vouchers 

¶ You will get the chance to spend a minimum of four weeks in a work placement to discover which job is right 

for you 

¶ You will receive training on CV writing and interview techniques via our experienced work placement officers 

¶ You will get regular support and advice to help you make the right choices 

¶ You will get a big boost to your own confidence and brighter prospects for the future 

¶ You will gain a full National Vocational Qualification (NVQ) accredited by City and Guilds, as long as you do 

the work! 

 

 

Routes available:  
¶ NVQ for IT Users (ITQ) Level 1 

¶ NVQ for IT Practitioners Level 1 

 

 

 

 

 



 
 

 

 

Skillbuild Youth   

The process: 

¶ Contact us to arrange for a chat and complete an Initial Assessment 

¶ Complete an endorsement form with your Careers Advisor  

¶ Induction incorporating employment responsibilities and rights 

¶ Agree an Individual Learning Plan with your assessor/trainer 

¶ Training towards your chosen NVQ 

¶ Complete the Certificate for IT Users 

¶ Complete a minimum four week work placement 

¶ Complete chosen NVQ 

¶ Complete Keyskills in Communication, Application of Number, ICT, Improve Own Learning and Working With 

Others 

¶ Complete Job Search activities 

¶ Hopefully progress on to the next level FMA level 2 

 

 

 

What will be involved in my Work Placement? 

As part of your course you will be placed on a minimum four week work 

placement. 

 

Your placement will get you the hands on experience and on-the-job 

training you need ready for employment. 

 

An experienced work placement officer will be able to advise you and 

support you through your work placement. 

 

You will be visited at your work placement by your assessor as part of the 

course. 

The work experience you gain will be essential for your CV. 

 

How do I apply? 

Phone your local centre to make an appointment to have a look around and have a friendly chat about the options 

open to you and in most cases you can start your course almost immediately 

Website:  www.cadcentreuk.com      Cardiff:  02920 388887      Swansea:  01792 475544      Newport:  01633 252502 

Free Phone:  0808 2000 129    Gloucester:  01452 385036     Swindon:  01793 611506      London:  0207 953 8406 

Reading:  0118 975 4540 

 

http://www.cadcentreuk.com/


 
 

 

 

Skillbuild Adults 

The Skillbuild Adults (SBA) programme is designed to give 

unemployed people the chance to gain new skills and confidence, 

as well as a nationally recognised qualification. 

You will have your own individualised and flexible learning plan as 

well as an allocated qualified and experienced assessor/trainer. 

 

Key Information: 

¶ You must be aged 25 ς 64 years of age and be seeking full time employment (19+ years of age for those 

receiving disability benefits).   

¶ Length of course is approximately 16 weeks 

¶ You must be endorsed by the Job Centre to join this training programme 

¶ You must attend the training centre for 30 hours per week, Monday to Thursday 9.00am to 5.00pm 

¶ You may receive a top up on your benefits from the Job Centre 

¶ You will have travel expenses paid after the first £5 each week 

¶ You will have the opportunity of receiving an extra £15 per month in gift vouchers for 100% attendance 

¶ You will have the opportunity of being rewarded Learner of the Month and receiving £25 in gift vouchers 

¶ You will receive training on CV writing and interview techniques via our experienced work placement officers 

¶ You will get regular support and advice to help you make the right choices 

¶ You will get a big boost to your own confidence and brighter prospects for the future 

¶ You will gain a full national recognised qualification accredited by City and Guilds, as long as you do the 

work! 
 

Routes available: 

¶ Diploma for IT Users 

¶ Advanced Diploma for IT Users 

¶ Diploma for IT Practitioners 

¶ Advanced Diploma for IT Practitioners 

¶ Level 2  and Level 3 Certificate in 2D CAD 

¶ Level 2 Certificate in 3D CAD 
 

The process: 

¶ Contact us to arrange for a chat and complete an Initial Assessment 

¶ Agree an Individual Learning Plan with your assessor/trainer and complete an Induction 

¶ Training and completion of your chosen qualification 

¶ Complete Keyskills in Communication, Application of Number, ICT and  Improve Own Learning  

¶ Complete Job Search activities 

Contact us on: 

Website:  www.cadcentreuk.com      Cardiff:  02920 388887      Swansea:  01792 475544      Newport:  01633 252502 

Free Phone:  0808 2000 129    Gloucester:  01452 385036     Swindon:  01793 611506      London:  0207 953 8406 

Reading:  0118 975 4540 

 

http://www.cadcentreuk.com/


 
 

 

 

Foundation Modern 

Apprenticeship (Unemployed Status) 

Foundation Modern Apprenticeships (FMA) will put you 

on the fast track towards the skills you need and will give 

you the confidence as well as the capabilities to progress 

onto further training and better prospects.   

You will have your own individualised and flexible 

learning plan as well as an allocated qualified and 

experienced assessor/trainer. 

By completing a FMA you will gain a nationally recognised qualification that not only demonstrates your industry 

knowledge but also proves your practical ability to do a range of tasks and skills.  

Key Information: 

¶ You must be aged 16 ς 24 years of age and be seeking full time employment 

¶ Length of course is up to 20 weeks 

¶ You must attend the training centre for 30 hours per week, Monday to Thursday 9.00am to 5.00pm 

¶ You will receive a £50 weekly training allowance 

¶ You will have travel expenses paid after the first £5 each week 

¶ You will have the opportunity of receiving an extra £15 per month for 100% attendance 

¶ You will have the opportunity of being rewarded Learner of the Month and receiving £25 in gift vouchers 

¶ You will get the chance to spend four weeks in a work placement to discover which job is right for you 

¶ You will receive training on CV writing and interview techniques via our experienced work placement officers 

¶ You will get regular support and advice to help you make the right choices 

¶ You will get a big boost to your own confidence and brighter prospects for the future 

¶ You will gain a full National Vocational Qualification (NVQ) accredited by City and Guilds, as long as you do 

the work! 

 

Routes available: 

¶ NVQ for IT Users (ITQ) Level 2 

¶ NVQ for IT Practitioners Level 2   

 

The process: 

¶ Contact us to arrange for a chat and complete 

an Initial Assessment 

¶ Induction incorporating employment 

responsibilities and rights 

¶ Agree an Individual Learning Plan with your 

assessor 

¶ Training towards FMA framework 

¶ Complete a minimum four week work placement 

¶ Complete chosen NVQ 

 



 
 

 

 

Foundation Modern Apprenticeship (Unemployed Status) 

The process continued: 

¶ Complete Keyskills in Communication, 

Application of Number, ICT, Improve Own 

Learning and Working With Others 

¶ Complete Job Search activities 

 

What will be involved in my Work Placement? 

¶ As part of your course you will be placed on a 

four week work placement. 

¶ Your placement will get you the hands on 

experience and on-the-job training you need 

ready for employment. 

¶ An experienced work placement officer will be able to advise you and support you through your work 

placement. 

¶ You will be visited at your work placement by your assessor as part of the course. 

¶ The work experience you gain will be essential for your CV. 

 

 

How do I apply? 

Phone your local centre to make an appointment to have a look around 

and have a friendly chat about the options open to you and in most 

cases you can start your course almost immediately 

Contact us on 

 

Website:   www.cadcentreuk.com    

Free Phone:   0808 2000 129     

Cardiff:   02920 388887       

Swansea:   01792 475544       

Newport:   01633 252502 

Gloucester:  01452 385036      

Swindon:   01793 611506       

London:   0207 953 8406 

Reading:   0118 975 4540 

 

 

http://www.cadcentreuk.com/


 
 

 

 

Foundation Modern Apprenticeship 
(Employed Status) 

Foundation Modern Apprenticeships (FMA) will put you on the fast 

track towards the skills you need and will give you the confidence 

as well as the capabilities to progress onto further training and 

better prospects.   

You will have your own individualised and flexible learning plan as 

well as an allocated qualified and experienced assessor/trainer. 

By completing a FMA you will gain a nationally recognised qualification that not only demonstrates your industry 

knowledge but also proves your practical ability to do a range of tasks and skills.  

Key Information: 

¶ You must be aged at least 16 years of age and be in full time employment (no upper age limit) 

¶ Length of course is up to 18 months 

¶ ¸ƻǳ Ƴǳǎǘ ƘŀǾŜ ȅƻǳǊ ŜƳǇƭƻȅŜǊΩǎ ǇŜǊƳƛǎǎƛƻƴ ŀƴŘ ŀƭƭƻǿ ƻǳǊ ŀǎǎŜǎǎƻǊΩǎ ǘƻ Ǿƛǎƛǘ ȅƻǳ ŦƻǊ ŀ ƳƛƴƛƳǳƳ ƻŦ м ƘƻǳǊ ǇŜǊ 

month at your place of work 

¶ You will get regular support and advice to help you make the right choices 

¶ You will get a big boost to your own confidence and brighter prospects for the future 

¶ You will gain a full National Vocational Qualification (NVQ) accredited by City and Guilds, as long as you do 

the work! 

¶ You must not have a Degree (if you do you will be eligible for training under the MA scheme) 

 

Routes available: 

¶ NVQ for IT Users (ITQ) Level 2 

¶ NVQ for IT Practitioners Level 2 

¶ NVQ in Business & Administration Level 2 

¶ NVQ in Performing Manufacturing Operations Level 2 

¶ NVQ in Performing Engineering Operations Level 2 

¶ NVQ in Customer Service Level 2 (only available for candidates who receive funding through the LSC) 

 

The process: 

¶ Contact us to arrange for a chat and complete an Initial Assessment 

¶ Induction incorporating employment responsibilities and rights 

¶ Agree an Individual Learning Plan with your employer and assessor 

¶ Training towards FMA framework 

¶ Complete chosen NVQ  

¶ Complete Keyskills in Communication, Application of Number, ICT and  Improve Own Learning  

Contact us on: 

Website:  www.cadcentreuk.com      Cardiff:  02920 388887      Swansea:  01792 475544      Newport:  01633 252502 

Free Phone:  0808 2000 129    Gloucester:  01452 385036     Swindon:  01793 611506      London:  0207 953 8406 

Reading:  0118 975 4540 

http://www.cadcentreuk.com/


 
 

 

 

Modern Apprenticeship   

Modern Apprenticeships (MA) will put you on the fast track 

towards the skills you need and will give you the confidence as well 

as the capabilities to progress on your chosen career route and 

better prospects.   

You will have your own individualised and flexible learning plan as 

well as an allocated qualified and experienced assessor/trainer. 

By completing a MA you will gain a nationally recognised qualification that not only demonstrates your industry 

knowledge but also proves your practical ability to do a range of tasks and skills.  

Key Information: 

¶ You must be aged at least 16 years of age and be in full time employment (no upper age limit) 

¶ Length of course is up to 18 months 

¶ ¸ƻǳ Ƴǳǎǘ ƘŀǾŜ ȅƻǳǊ ŜƳǇƭƻȅŜǊΩǎ ǇŜǊƳƛǎǎƛƻƴ ŀƴŘ ŀƭƭƻǿ ƻǳǊ ŀǎǎŜǎǎƻǊΩǎ ǘƻ Ǿƛǎƛǘ ȅƻǳ ŦƻǊ ŀ ƳƛƴƛƳǳƳ ƻŦ м ƘƻǳǊ ǇŜǊ 

month at your place of work 

¶ You will get regular support and advice to help you make the right choices 

¶ You will get a big boost to your own confidence and brighter prospects for the future 

¶ You will gain a full National Vocational Qualification (NVQ) accredited by City and Guilds, as long as you do 

the work! 

¶ The MA framework consists of NVQ Level 3, NVQ Level 2, a Technical Certificate and Keyskills in 

Communication and Application of Number 

 

Routes available: 

¶ NVQ for IT Users (ITQ) Level 3  

¶ NVQ for IT Professionals Level 3 

¶ NVQ in Business & Administration Level 3 

 

The process: 

¶ Contact us to arrange for a chat and complete an Initial Assessment 

¶ Induction incorporating employment responsibilities and rights 

¶ Agree an Individual Learning Plan with your employer and assessor 

¶ Training towards MA framework 

¶ Complete chosen NVQ  levels 2 & 3 

¶ Complete Technical Certificate  

¶ Complete Keyskills in Communication and Application of Number 

Contact us on: 

Website:  www.cadcentreuk.com      Cardiff:  02920 388887      Swansea:  01792 475544      Newport:  01633 252502 

Free Phone:  0808 2000 129    Gloucester:  01452 385036     Swindon:  01793 611506      London:  0207 953 8406 

Reading:  0118 975 4540 

http://www.cadcentreuk.com/


 
 

 

 

Train to Gain 

Train to Gain will put you on the fast track towards the skills you need and will give you 

the confidence as well as the capabilities to progress on your chosen career route and 

better prospects.   

You will have your own individualised and flexible learning plan as well as an allocated 

qualified and experienced assessor/trainer. 

By completing a Train to Gain programme you will gain a nationally recognised 

qualification that not only demonstrates your industry knowledge but also proves your 

practical ability to do a range of tasks and skills.  

Key Information: 

¶ You must be aged at least 19 years of age (no upper age limit) 

¶ Must be in have a contract of employment or be a volunteer with a contract 

¶ You must be a EU resident for at least 3 years 

¶ Length of course is up to 7 months 

¶ ¸ƻǳ Ƴǳǎǘ ƘŀǾŜ ȅƻǳǊ ŜƳǇƭƻȅŜǊΩǎ ǇŜǊƳƛǎǎƛƻƴ ŀƴŘ ŀƭƭƻǿ ƻǳǊ ŀǎǎŜǎǎƻǊΩǎ to visit you for a minimum of 2-3 hour 

per month at your place of work 

¶ You will get regular support and advice to help you make the right choices 

¶ You will get a big boost to your own confidence and brighter prospects for the future 

¶ You will gain a full National Vocational Qualification (NVQ) accredited by City and Guilds, as long as you do 

the work! 

 

Routes available: 

¶ NVQ for IT Users (ITQ) Level 2 

¶ NVQ for IT Practitioners Level 2 

¶ NVQ in Business & Administration Level 2  

¶ NVQ in Customer Services Level 2 

¶ NVQ in Performing Engineering Operations  

¶ NVQ in Performing Manufacturing Operations 

 

The process: 

¶ Contact us to arrange for a chat and complete an Initial Assessment 

¶ Induction incorporating employment responsibilities and rights 

¶ Agree an Individual Learning Plan with your employer and assessor 

¶ Training towards your chosen NVQ 

¶ Complete chosen NVQ  level 2  

Contact us on: 

Website:  www.cadcentreuk.com      Cardiff:  02920 388887      Swansea:  01792 475544      Newport:  01633 252502 

Free Phone:  0808 2000 129    Gloucester:  01452 385036     Swindon:  01793 611506      London:  0207 953 8406 

Reading:  0118 975 4540 

 

http://www.cadcentreuk.com/


 
 

 

 

Courses Available 

NVQ for IT Users (ITQ) Levels 1 to 3 
Being able to use a computer is an essential part of any job these days.  But 

ƛǘΩǎ ƴƻ ƭƻƴƎŜǊ ŜƴƻǳƎƘ Ƨǳǎǘ ǘƻ ǎŀȅ ǘƘŀǘ ȅƻǳ Ŏŀƴ ǳǎŜ ƻƴŜΦ  IŀǾƛƴƎ ŀ b±v ƛƴ L¢ 

Users (ITQ) on your CV will be proof that you really can do the job. 

NVQ for IT Users (NVQ) is an established and nationally recognised 

ǉǳŀƭƛŦƛŎŀǘƛƻƴ ŀƛƳŜŘ ŀǘ ǇŜƻǇƭŜ ǳǎƛƴƎ ŎƻƳǇǳǘŜǊǎ ōƻǘƘ ƛƴǎƛŘŜ ŀƴŘ ƻǳǘǎƛŘŜ ƻŦ ǘƘŜ ǿƻǊƪǇƭŀŎŜΦ  .ŜŎŀǳǎŜ ƻŦ ƛǘǎ ǳƴƛǉǳŜ άǇƛŎƪ 

ŀƴŘ ƳƛȄέ ŀǇǇǊƻŀŎƘΣ you can choose units to suit your skills.  You might be advanced at surfing the internet but less 

ŜȄǇŜǊƛŜƴŎŜŘ ŀǘ ŎǊŜŀǘƛƴƎ ŘŀǘŀōŀǎŜǎΣ ǎƻ ƛǘΩǎ ŀ ǉǳŀƭƛŦƛŎŀǘƛƻƴ ǘƘŀǘ ǊŜŦƭŜŎǘǎ Ƙƻǿ ȅƻǳ ǳǎŜ L¢Φ 

ITQ is a points based qualification so each unit has been given a value, depending on the complexity and level of its 

content.  To complete the full ITQ, learners will need to a achieve a minimum number of points: 40 points for a NVQ 

Level 1, 130 points for a NVQ Level 2 and 180 points for a NVQ Level 3. 

You can do any combination of units but there is one mandatory unit which you must complete, Make selective use 

of IT.  The units available cover a wide range of skills that include the everyday applications such as word processing, 

using email and internet.  There are also units that cover trouble shooting, maintenance and security as well as 

artwork and imaging. 

So whether you are a budding graphic designer with a flair for web design or a wannabe administrator who requires 

the IT skills to get ahead of the rest, ITQ is the NVQ for you!  

 Points Value of Unit 

Unit Title Level 1 Level 2 Level 3 

Make Selective Use of IT (mandatory) 15 25 35 

Operate a Computer 10 20 30 

IT Trouble Shooting for Users 5 15 25 

IT Maintenance for Users 5 15 25 

IT Security 5 15 25 

Internets and Intranets 5 15 25 

Email 5 15 25 

Word Processing Software 10 20 30 

Spreadsheet Software 10 20 35 

Database Software 10 20 35 

Website Software  10 20 35 

Artwork and Imaging Software 10 20 35 

Presentation Software 10 20 30 

Specialist of Bespoke Software 10 20 30 

General uses of IT 5 15 25 

Use IT Systems 5 15 25 

The Awarding Body for NVQ IT Users (ITQ) is City & Guilds 

  

 

 

Courses Available 



 
 

 

 

NVQ for IT Practitioners Levels 1 to 2 

NVQ for IT Professionals Level 3 
Being able to use a computer is an esǎŜƴǘƛŀƭ ǇŀǊǘ ƻŦ ŀƴȅ Ƨƻō ǘƘŜǎŜ ŘŀȅǎΦ  .ǳǘ ƛǘΩǎ ƴƻ 

longer enough just to say that you can use one.  Having a NVQ in IT Practitioners on 

your CV will be proof that you really can do the job. 

NVQ for IT Practitioners is an established and nationally recognised qualification 

aimed at people in an IT Support role both inside and outside of the workplace.  

.ŜŎŀǳǎŜ ƻŦ ƛǘǎ ǳƴƛǉǳŜ άǇƛŎƪ ŀƴŘ ƳƛȄέ ŀǇǇǊƻŀŎƘΣ ȅƻǳ Ŏŀƴ ŎƘƻƻǎŜ ǳƴƛǘǎ ǘƻ ǎǳƛǘ ȅƻǳǊ 

skills.  You might be experienced at software installation but less experienced at 

ŘƛŀƎƴƻǎƛƴƎ L¢ ŦŀǳƭǘǎΣ ǎƻ ƛǘΩǎ ŀ ǉǳŀƭƛŦƛŎŀǘƛƻƴ ǘƘŀǘ ǊŜŦƭŜŎǘǎ Ƙƻǿ ȅƻǳ ǳǎŜ L¢Φ 

IT Practitioners is a points based qualification so each unit has been given a value, depending on the complexity and 

level of its content.  To complete the full NVQ, learners will need to a achieve a minimum number of points: 40 

points for a NVQ Level 1, 130 points for a NVQ Level 2 and 180 points for a NVQ Level 3. 

You can do any combination of units but there are two mandatory units which you must complete, Health and Safety 

ƛƴ L/¢ ŀƴŘ ŎƻƴǘŀŎǘ ŎŜƴǘǊŜǎΩ ŀƴŘ 5ŜǾŜƭƻǇ ǇŜǊǎƻƴŀƭ ŀƴŘ ƻǊƎŀƴƛǎŀǘƛƻƴŀƭ ŜŦŦŜŎǘƛǾŜƴŜǎǎΦ  

The units available cover a wide range of skills that include trouble shooting, maintenance and security as IT 

applications such as word processing and spreadsheets. 

So whether you are a budding IT Support Engineer or a wannabe IT Technician who requires the IT skills to get ahead 

of the rest, IT Practitioners is the NVQ for you! 

 Points Value 

Unit Title Level 1 Level 2 Level 3 

Health and safety in ICT and Contact centres (mandatory) 5 - 30 

Develop personal and organisational effectiveness  (mandatory) 10 20 30 

Customer Care 10 20 30 

Data analysis and data structure design - 15 25 

Interpersonal and written communication 5 15 30 

Investigating and defining requirements - 20 30 

Remote support for products and services 10 20 30 

Security of ICT systems 5 - 30 

Software development ς component creation - 20 30 

Software development ς design - 25 35 

Software installation and upgrade 10 20 30 

System management - 15 30 

System operation 10 20 30 

Technical advice and guidance 5 15 3 

Technical fault diagnosis 10 20 30 

Technical fault remedy selection 5 15 25 

Testing ICT systems 10 20 30 

User profile administration - 15 25 

Working with ICT hardware and equipment 10 20 30 

The Awarding Body for NVQ IT Practitioners is City & Guilds 



 
 

 

 

Courses Available 

NVQ in Business & Administration 

Levels 2 and 3   

These NVQΩs are designed for administrative staff and those aspiring to 

become administrators in all sectors of industry and commerce. Level 1 

covers routine activities, level 2 acknowledges individual responsibility, 

level 3 recognises complex work skills involving supervisory ability.  Units 

range from handling mail and processing information, to developing 

procedures and facilitating decision-making 

Having a nationally recognised qualification on your CV will be proof that 

you really can do the job. 

NVQ in Business & Administration has two mandatory units, Carry out 

your responsibilities at work and Work within your business environment.  

You also need to complete three optional to achieve the full NVQ, four 

optional units for a NVQ Level 3. 

 

Unit Title  

Carry out your responsibilities at work (mandatory) 
Work within your business environment (mandatory) 
Manage Customer Relations 
Manage Diary Systems 
Organise Business Travel and Accommodation 
Deal with Visitors 
Store, retrieve and archive information 
Research and report information 
Organise and support meetings 
Use IT Systems 
Use IT to exchange information 
Word processing software 
Spreadsheet software 
Database software 
Presentation software 
Specialist of bespoke software 
Use a telephone system 
Operate office equipment 
Prepare text from notes 
Prepare text from recorded audio instructions 
Produce documents 

 

 

 



 
 

 

 

NVQ in Business & Administration Levels 2 and 3   

Units with a * are for Level 3 only 

Unit Title  

Work effectively with other people  

*Supervise an office facility 
*Produce products and services 
*Manage and evaluate customer relations 
*Monitor information systems 
*Run projects 
*Research, analyse and report information 
*Plan, organise and support meetings 
*Make a presentation 
*Organise and coordinate events 
*Word processing software 
*Spreadsheet software 
*Website software 
*Artwork and imaging software 
*Design and produce documents 
*Plan and implement innovation and change 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

Courses Available 

NVQ in Customer Service Level 2   

Available to candidates who receive funding through the LSC only 

 
The NVQ in Customer Service is a work-based qualification designed for those employed within the customer service 
sector.  The main objectives of the award are to offer the opportunity to prove competence of performance, 
knowledge and understanding and to recognise the ability of individuals working in the sector.  This award covers 
multi occupational areas and is suitable for people engaged in any sector from trainees to managers as long as they 
are dealing with customers.  So whether you are a sales assistant, waiter or even a grave digger the NVQ in Customer 
Service is the right choice for you. 
 
Having a nationally recognised qualification on your CV will be proof that you really can do the job. 

NVQ in Customer Service has two mandatory units, Prepare yourself to deliver good customer service and Provide 

customer service within the rules.  You also need to complete five optional to achieve the full NVQ.  The five optional 

units are chosen from Sets A-D, at least 1 unit from each set must be chosen and the fifth optional unit can be from 

any set.  

Breakdown of Units 
 
Mandatory Units  Both units must be completed 
101 Prepare yourself to deliver good customer service 
105 Provide customer service within the rules 
 
 Set A   Choose at least 1 unit form the following: 
201 Give customers a positive impression of yourself and your organisation 
202 Promote additional services or products to customers 
203 Process customer service information 
204 Live up to the customer service promise 
205 Make customer service personal 
206 Go the extra mile in customer service 
207 Deal with customers in writing or using ICT 
208 Deal with customers face to face 
209 Give customers a positive impression of yourself and your organisation 
 
Set B   Choose at least 1 unit form the following: 
210 Deliver reliable customer service 
211 5ŜƭƛǾŜǊ ŎǳǎǘƻƳŜǊ ǎŜǊǾƛŎŜ ƻƴ ȅƻǳǊ ŎǳǎǘƻƳŜǊǎΩ ǇǊŜƳƛǎŜǎ 
212 Recognise diversity when delivering customer service 
 
Set C   Choose at least 1 unit form the following: 
106 Recognise and deal with customer queries, requests and problems 
213 Resolve customer service problems 
 
Set D   Choose at least 1 unit form the following: 
214 Develop customer relationships 
215 Support customer service improvements 
216 Develop personal performance through delivering customer service



 
 

 

 

Courses Available 

NVQ in Performing Manufacturing Operations Level 2   

The NVQ in Performing Manufacturing Operation is a work-based qualification designed for those employed within 
the manufacturing sector.  The main objectives of the award are to offer the opportunity to prove competence of 
industrial performance, knowledge and understanding and to recognise the ability of individuals working in the 
sector.  This award covers multi occupational areas and is suitable for people involved in the manufacturing sector 
from trainees to managers. 
 
 The award has been designed to cover people who are: 

¶ engaged in various sectors of the manufacturing industry who wish to have their competencies assessed for 
certification purposes 

¶ new employees who have undergone some training and are now acquiring industry experience and wish to 
demonstrate their competencies for assessment purposes 

¶ other people in the sectors who require a fundamental understanding of industry practices. 

Candidates must take unit 201 and one from either 202 or 221 and then choose 3 units from Option A and 1 unit 
from Option B 
 

Unit 201  Complying with statutory regulations 
Unit 202  Promoting effective working relationships  
Unit 221  Contribute to effective team working 
 

Option Set A 
Candidates must choose 3 units.  Please note candidates cannot choose both units 205 and 206. 
Unit 203  Transferring Materials 
Unit 204  Preparing for manufacturing operations 
Unit 205  Concluding manufacturing operations 
Unit 206  Ensuring effective handover of manufacturing operations 
Unit 207  Receiving and checking incoming materials 
Unit 218  Controlling manufacturing operations 
Unit 219  Contributing to improving effectiveness in the workplace 
Unit 220  Analysing the results of inspection and confirming quality of production 
Unit 223  Recording and reporting inspection and test results 
 

Option Set B 
Candidates must choose one unit.  Please note if a candidate has already chosen 
Unit 203 or 220 in option set A, these units cannot be selected again. 
Unit 203  Transferring Materials 
Unit 208  Producing shaped products 
Unit 209  Producing products by assembly operations 
Unit 210  Producing joined products 
Unit 211  Producing products by processing 
Unit 212  Producing formed products 
Unit 213  Finishing products 
Unit 214  Producing moulded products 
Unit 215  Producing packaged products 
Unit 216  Making products using computer controlled equipment 
Unit 217  Manufacturing products using combined manufacturing operations 
Unit 220  Analysing the results of inspection and confirming quality of production 
Unit 222  Carrying out inspection and testing activities 



 
 

 

 

Courses Available 

NVQ in Performing Engineering Operations Level 2 

The NVQ in Performing Engineering Operation is a work-based qualification designed for those employed within the 

engineering sector.  The main objectives of the award are to offer the opportunity to prove competence of industrial 

performance, knowledge and understanding and to recognise the ability of individuals working in the sector. 

 
This award covers multi occupational areas and is suitable for people involved in the engineering sector from 
trainees to managers. 
 
 The award has been designed to cover people who are: 

¶ engaged in various sectors of the engineering industry who wish to have their competencies assessed for 
certification purposes 

¶ new employees who have undergone some training and are now acquiring industry experience and wish to 
demonstrate their competencies for assessment purposes 

¶ other people in the sectors who require a fundamental understanding of industry practices. 

Candidates must complete all of the mandatory units in Group 1A plus one unit from Group 1B, two units from 
Group 1C and two units from Group 1D (Eight units in total)  
 

Group 1A - Mandatory 

¶ Working safely in an engineering environment  

¶ Working effectively and efficiently in engineering  

¶ Using and communicating technical information  

 

Group 1B ς Choose 1 Unit 

¶ Producing mechanical engineering drawing using a CAD 

system 

¶ Producing electrical or electronic engineering drawing 

using a CAD system 

¶ Producing CAD models (drawings) using a CAD system 

 

Group 1C ς Choose 2 Units 

¶ Producing engineering project plans 

¶ Using computer software packages to assist with engineering activities 

¶ Conducting business improvement activities 

Group 1D ς Choose 2 Units 

¶ General machining, fitting and assembly applications 

¶ General fabrication and welding applications 

¶ General electrical and electronic engineering applications 

¶ General maintenance engineering applications 

 



 
 

 

 

Courses Available 

CAD ς Computer Aided Design 

This award has been designed for those who wish to develop the skills and 

knowledge to use drafting and design software packages. Available at level 

2 for new users, and level 3 for advanced operations, both levels of study 

can be utilised for a wide range of applications where technical and design 

functions are required. 

City & Guilds Level 2 Certificate in 2D CAD 

To achieve the award you will need to successfully complete the certificate by completing two assignments and one 

multiple choice on line exam.  The Certificate covers eight learning outcomes: 

1. Use associated IT, CAD hardware and operating systems 

2. Use basic file management techniques and maintain health and safety requirements 

3. Use and identify key components of the software relating to the 2D drawing environment 

4. Use a range of viewing commands and set up the drawing space 

5. Use drawing commands to produce shapes 

6. ¦ǎŜ ǘƘŜ /!5 ǎƻŦǘǿŀǊŜΩǎ Ŏƻ-ordinate system to aid accurate drawing 

7. Use hatch, text and simple dimensioning routines 

8. Use basic editing commands and produce simple hard copies 

City & Guilds Level 3 Certificate in 2D CAD 

To achieve the award you will need to successfully complete the certificate by completing two assignments and one 

multiple choice on line exam.  The Certificate covers thirteen learning outcomes: 

1. Use a layering system and different line type styles 

2. Define and use a system for grouping objects to form blocks or libraries 

3. Produce isometric drawings within the 2D environment 

4. Define and use an adjustable co-ordinate system based on user requirements 

5. Use complex dimensioning routines 

6. Use different drawing spaces 

7. Produce hard copies of drawings 

8. Make inquiries of an existing drawing and place reference points 

9. Use a means of pre command object selection in order to carry out editing processes 

10. Change the properties of a number of drawn entities 

11. Edit blocks/symbols and hatched areas 

12. Modify continuous  lines formed by a connected sequence of lines or arcs (polylines) 

13. Use a method to remove unused items and rename other items logically 

 

 

 



 
 

 

 

 

City & Guilds Level 3 Certificate in 3D CAD 

 

To achieve the award you will need to successfully complete the 

certificate by completing two assignments and one multiple 

choice on line exam.   

The Certificate covers nine learning outcomes: 

 

1. Apply appropriate commands to set the 3D modelling environment 

2. Create and use working planes at any required position within 3D space 

3. Define and use co-ordinate points at any position within 3D space 

4. Apply appropriate commands to construct the whole or part of a 3D model using the best available method 

ς surface or solid modelling 

5. Apply appropriate commands to modify 3D solid objects 

6. Apply appropriate commands to perform 3D operations on existing objects 

7. Apply appropriate commands to manipulate a 3D model 

8. Apply appropriate commands to view 3D models in a variety of display formats 

9. Print/plot/export 3D models 

Courses Available 

Certificate for IT Users 

¢Ƙƛǎ ƛǎ ŀ ōŜƎƛƴƴŜǊΩǎ ŎƻǳǊǎŜ ƛƴǘŜƴŘŜŘ ŀǎ ŀ ǘŜŎƘƴƛŎŀƭ ŎŜǊǘƛŦƛŎŀǘŜ ǘƻ ǎǳǇǇƻǊǘ ǘƘŜ ǳƴŘŜǊǇƛƴƴing knowledge for Skillbuild 

Youth learners completing the NVQ for IT Users (ITQ) Level 1 or NVQ for IT Practitioners Level 1. 

The Certificate consists of three units and one multiple choice online exam.   

You must complete the IT Principles mandatory unit and then you can choose two from the following: 

¶ Word processing 

¶ Spreadsheets 

¶ Databases 

¶ Using the Internet 

¶ Email 

¶ Presentation graphics  

¶ Desktop publishing 

¶ Website design 

 

 



 
 

 

 

Diploma for IT Users 

This is an intermediate course intended for the unemployed aged between 25 and 64, who wish to widen their 

knowledge of computers/software. 

The Diploma consists of three units and one multiple choice online exam.   

You must complete the IT Principles mandatory unit and then you can choose two from the following: 

¶ Word processing 

¶ Spreadsheets 

¶ Databases 

¶ Using the Internet 

¶ Email 

¶ Presentation graphics 

¶ Desktop publishing 

¶ Website design 

¶ Integrated applications 

 

Courses Available 

Advanced Diploma for IT Users 

This is an advanced course intended for the unemployed aged between 25 and 64, who wish to extend their current 

IT skills and knowledge. 

The Advanced Diploma consists of three units and one multiple choice online exam.   

You must complete the IT Principles mandatory unit and then you can choose two from the following: 

¶ Word processing 

¶ Spreadsheets 

¶ Relational Databases 

¶ Desktop publishing  

¶ Website design 

¶ Integrated applications 

 

 

 



 
 

 

 

 

Diploma for IT Practitioners 

This is an intermediate course intended for the unemployed, aged between, 25 to 64, who wish to gain skills for a 

career as a Systems Support Technician. 

The Diploma consists of four units and one multiple choice online exam.   

You must complete the Customer Support Provision mandatory unit 

and then you can choose three from the following: 

¶ Maintain ICT equipment and systems 

¶ Install and configure ICT equipment and operating systems  

¶ Install, configure and maintain software 

¶ Testing ICT systems 2 

¶ ICT Systems monitoring and operation 

¶ ICT Repair centre procedure   

¶ Install, configure and test ICT Networks 
 
 

 

Advanced Diploma for IT Practitioners 

This is an advanced course intended for the unemployed, aged between, 25 to 64, who wish to extend their skills 

and knowledge in this field. 

The Advanced Diploma consists of five units and one multiple choice online exam.   

You must complete the Customer Support Provision mandatory unit and then you can choose four from the 

following: 

¶ Plan for the delivery of ICT support services and assist in the acquisition of ICT systems 

¶ Install, configure and integrate networked hardware and software 

¶ Install, configure and upgrade ICT software 

¶ Testing ICT systems  

¶ ICT Systems and network management 

¶ ICT Repair centre procedure  

¶ Develop ICT technical documentation and procedures 

¶ Maintain ICT equipment and systems 

¶ Implementing an ICT systems security policy 

¶ Design and maintain ICT 
 

If you require a copy of the prospectus in Welsh or in a larger 

font, then please contact your nearest office.  


