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I Business and Professional Studie
ands at Highlands College

NEWSLETTER SUMMER 2010

Welcome to the summer edition of the Business aategsional
Studies at Highlands College Newsletter. This hettes gives us the
opportunity to highlight the many training opportties available this
coming autumn. It is an exciting time for us asiBess and
Professional Studies as we have some new and Yibramses being
launched in September, so this will be an oppotyufar you and your
organisation to be the first to gain these new digaltions.
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We are pleased to announce the launch of The DglomOffshore
Trust Administration (DOTA). As you are aware Haids College
has successfully offered the Certificate in Offgh@dministration
(COA) for many years and DOTA is the natural pr@gien to this
course and is tabled at Level 4 with the Jerseyhamnal Services
Commission. It follows the same model as the Cpdéiflering

evening classes taught by experienced tutors apettive rates for individuals and

organisations. All learning materials will be alable on-line via PowerPoint presentations
which will enable students to constantly re-vibieit studies and pick up any lecture they have
missed.
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Another new course for the College and the Islanthe Chartered Management Institute (CMI)
Level 3 in Coaching and Mentoring. Coaching andhtogng plays a vital role across many
organisations and this qualification allows managéo gain a nationally recognised qualification
in this exciting area and apply it to their dailygatice.

In response to feedback from our stakeholders we ladso changed the delivery mode for both
our Chartered Management Institute (CMI) and Cheetklnstitute of Personnel and Development
(CIPD) qualifications. More details are includedtiin this newsletter.

Finally Business and Professional are working witltious States departments and the Chamber
of Commerce to ‘upskill’ individuals who are loogifior employment within the finance industry
by offering a free, (for those registered with &b&ecurity as looking for work) and a vastly
reduced rate for everyone else, an ‘Introductiotht® Finance Industry’ course. For those
budding entrepreneurs we are offering a numbepoé*off’ courses to assist people who are
looking to start their own business.

Have a lovely summer and we look forward to segmgin September.

Jeff Reed
Head of Faculty Business and Professional Studies

Please note:
During July and August Business & Professional Bidill be operating on reduced numbers due to
Summer holidays. E-mails may not be answered iaklguas normally so therefore as an alternative to
e-mail please telephone 608700
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Creating and Developing Your Own Business

A sequence of 7 courses for anyone who is thinkirgjarting or have just started their own small
business.

Each 3 hour session is a stand alone course, scayopick and choose which ones appeal to you or yo
can attend all seven as an excellent introducbdhe requirements of starting up in business.

Each module is run over one weekday evening sestipm:

Start dates:

- Create a Vision for Your Business- Thursday 18 November 2010
Prepare a Plan for Your Business Thursday 2 December 2010
Produce a Plan for Your BusinessFhursday 16 December 2010
Estimate Financial Needs for Your BusinessThursday 13 January 2011
Comply with Business Legal Requirements Thursday 27 January 2011
Negotiate for Your Business Thursday 10 February 2011
Build Business Relationships Thursdayl7 February 2011

Fee per module:£50
Registered ISE (GST) exempt companies £48.53

An Introduction to the Offshore Finance Industry

This course is designed for those who are wishorgjdrt a career in Financial Services and cantead
potential career in the Finance Industry. The seus run over 8 weekday evening sessions fronné-9p
There are no formal entry requirements and theseowill cover the following areas:-

Offshore financial centres;

What do finance companies do;

Introduction to funds and investments;

The basics of offshore trusts and companies;

The role of lawyers and accountants;

The regulatory environment;

Career options and how to get your career startechifinance

Start date: Tuesday 5 October 2010

Fee: £195

Registered ISE (GST) exempt companies £189.33
Certificate in Offshore Administration (COA)

Each session is one weekday evening over 10 weeRgpi® plus a Saturday revision day 9 - 3pm. Exams
are paper based and start week commencing 6 Dec@@be at Highlands College.

Start dates:
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Book-keeping- Monday 6 September 2010 Fee per module:£455

Trust & Company Administration - Tuesday 7 Sept 2010 Registered ISE (GST) exempt companies
Investments & Fund - Thursday 16 September 2010 £442

Offshore Finance Industry - Wednesday 8 September 2010

Regulations & Compliance- Tuesday 7 September 2010

Interpretation of Accounts - Wednesday 15 September 20Ie programme fees include all tuition,
Probate & Estate- Tuesday 14 September 2010 study text and exams
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Dlploma in Offshore Trust Administration (DOTA)
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Have you just finished your COA exams?
Are you wondering what to do next?
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This September Highlands College is going to offar an exciting new
alternative...

Diploma in Offshore Trust Administration (DOTA) This is a table 4
qualification regulated by Jersey Financial SerwiG®mmission. The Diploma
in Offshore Administration is designed for thosehnsome experience in the
offshore financial services industry who are segkm develop their knowledge
beyond the Certificate in Offshore Administratiardgprogress to managerial level.

The new qualification covers the following 4 moduénd will be delivered through evening classes.
All sessions run one evening per week over 12 w&eks 6pm - 9pm. Upon completion of the cours8, a
hour examination will be undertaken.

-Advanced Interpretation of Accounts- Thursday 9 September 2010

- Corporate Governance and Business Managementlanuary 2011
-Investment & Fund Analysis- January 2011

-Advanced Trust and Company Administration - Tuesday 21 September 2010

Fee per module£674
Registered ISE (GST) exempt companies £655.00

To find our more about this new qualification eacontact Lisa Higgins, Curriculum Manager, on
Tel: 608704

Certified Accounting Technician (CAT)

Sessions are held on one weekday evening over ékswe- 9pm.

Exams start week commencing 1 December 2010 antbarputer based for CAT
Papers 1 - 4 at Highlands College. CAT Paper fnesdo be self booked with ACCA an
delegates must self register as students with A@G#der to sit their exam.

Start dates: Fee per Papers 1 & 2£487

CAT Paper 1- Monday 6 September 2010 Registered ISE (GST) exempt companies £473.11
CAT Paper 2 -Wednesday 15 September 2010 Fee per Papers 3 & 4£557

CAT Paper 3- Thursday 9 September 2010 Registered ISE (GST) exempt companies £541.06
CAT Paper 4 - Monday 13 September 2010 Fee Paper 5£925

CAT Paper 5- Wednesday 15 September 2010 Registered ISE (GST) exempt companies £898.36

Investment Administration Qualification (IAQ)

Each session is one weekday evening 6 - 9pm oweregs. CISI
Delegates to self register for exam through SlI.

Start date: Tuesday 14 September 2010 Fee:£483 .
Registered ISE (GST) exempt companies £573.13
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International Association of Book-keepers (IAB)

Level 1 & 2 sessions are one weekday evening o¥evekeks 6 - 8.30pm plus 1 Saturday revision day
9-2pm.

Level 3 sessions are one weekday evening over #8sM@- 8.30pm plus 2 Saturday revision days
9-2pm.

Start dates: Fee Level 1 & 2 -£515

Level 1 & 2 Certificate in Book-keeping Registered ISE (GST) exempt companies £500.26
Thursday 2 September 2010 Fee Level 3 £590

Level 3 Diploma in Book-keeping Registered ISE (GST) exempt companies £573.13

Thursday 16 September 2010
The programme fees include all tuition, study &
exams

Investment Management Certificate (IMC)

This course comprises of one weekday evening sepgioweek (6-9pm) over 11 weeks + 1 Saturday
Revision Day (9 —3pm).

Start date: — Autumn Term 2010 Exams: Autumn 2010 (self booked)
Fee:TBC Please note there are entry requirements for IMC

Upon achievingthe Certificate for Financial Advisers (CeFA®) walhable you to gain a thorough
understanding of the principles of good advice @edfinancial services industry. CeFA® is desigted
ensure that wherever a financial adviser is locate¢bde UK or Channel Islands they have acceskdo t
same high quality educational input and assessopurtunities. Employers from across the sectoehav
been involved in its development. Natural progm@s$iom CeFA® is the new qualificatiddiploma for
Financial Advisers (DipFA)

The Diploma for Financial Advisers (DipFA) consisfs2 core units:

Financial Services, Regulation and Ethics (FSRE)rit 1)
Advanced Financial Advice (AFA) - (Unit 2)

It is an FSA-approved QCF Level 4 qualification It is a highly

relevant programme of study that develops the kadge required

whilst also enhancing the skills and practical usténding of the

subject matter needed to apply it effectively t® workplace.

It is recommended that you spend 370 guided legrimaurs' study time on the Diploma for Financial
Advisers.

The complete course is achievable within 9 months.

For further information on all finance/businessgreonmes please
contact Business & Professional Studies on Tel7608



CHARTERED MANAGEMENT INSTITUTE

High Quality, Flexible Qualifications at Competite Prices

Chartered Management Institute qualifications o#ehighly effective approach to learning. They wllo
freedom and choice to select from the range ofdntilable, allowing employers and individuals to
tailor the size and elements of the qualificatitmsuit their specific needs.

The qualifications follow the new Award, Certifieaind Diploma format where:
Award (1 Unit) is a concise qualification aimed at deping
basic skills and knowledge at this level

Certificate (2, 3 Units) builds and broadens on the areas
covered in the award, and

Diploma (7,9 Units) develops a comprehensive range diski
and knowledge required at this level

Individual Units can also be used to meet your requirements
for Continuing Professional Development CPD, with the
added benefit of achieving a CMI Award for eachtUni
completed

Join now.....

Level 3 First Line Management

Next Unit:  Meeting Stakeholder Needs
Date: 6 September 2010

Fee: £278 Registered ISE (GST) exempt companies £269.

Level 5 Management & Leadership

Next Unit:  Performance Management
Date: 7, 8 September 2010

Fee: £381 Registered ISE (GST) exempt companies £869.9



CHARTERED MANAGEMENT INSTITUTE

Chartered Manager

Chartered Manager is the highest status that can be achieved imténgagerial profession.
Awarded only by the CMI, it is recognised throughthe public and private sectors and across all
management disciplines.

As anAdvisory Centre, we are able to support you to achieve the Cledtdftanager designation. Our
Level 5 Management & Leadership Diploma provide®pportunity to achieve Chartered Manager at the
same time you complete the Diploma. Alternativélypu are already a member of the Institute andeha
gualification at the required level, we can provadgport for you to achieve Chartered Manager.

Coaching and Mentoring

When budgets are being tightened coaching is aivels inexpensive way to develop staff. Coachiag h
scope to improve employee engagement, empowerepaaglboost morale at a time of great uncertainty -
CIPD Coaching at Work Conference
On successful completion of this CMI Level 3 prograe you will:

Know the principles and process of coaching andtangmy

Develop the skills to be an effective coach/mentor

Understand the contribution coaching and mentamages to organisational success
Next course: 20 September, Monday evenings 6-9pm

Fee: £407 Special introductory price
Registered ISE (GST) exempt companies £395.15

Further information and application forms availabléo download at www.highlands.ac.uk



CHARTERED INSTITUTE OF
PERSONNEL AND DEVELOPMENT

Chartered Institute of Personnel & Developmenalifications are nationally recognised as a bemeink
for professionalism in HR and development roles.

As a leading CIPD providerpur programmes are designed to develop practieévant skills and above
all will give you the confidence to be more effectt work. We are phasing in new qualificatioris jlear
to reflect the knowledge and skills specified iea @PD HR

Profession Map.

Flexibility The changes offer greater flexibility to learnemsl a
introduce new qualifications at intermediate level.

Qualifications are available as Units so you canrleat your
own pace and gain credit for your achievements.

Foundation Level

Certificate in Human Resource Practice

Certificate in Learning & Development Practice
Dual qualification option

The CHRP is aimed at aspiring and existing HR efic administrators and those looking for a strong
grounding in HR essentials. The new Certificatevfgles a firm foundation in all areas of HR as vesllan
understanding of HR in a business context.

The CLDP is for aspiring and existing trainers #mase looking for a strong grounding in L&D essalsti
The new Certificate provides a firm foundation litlae areas of learning and development includiisig
impact on business sustainability.

Date: 2 October 2010
Fee: £2,750

Registered ISE (GST) exempt companies £2,669.50

Intermediate Level

Certificate in Human Resource Management

The new Intermediate Certificate in HRM will givelya broader perspective of the organisationakssu
facing HR professionals and enable you to develtgetve analytical and problem solving issues.
CIPD’s new qualifications highlight the importanafeunderstanding the business and internationakgbn
within which HR operates.

Date: November 2010 subject to CIPD approval
Fee:£3,900 o be confirmed

Further information and application forms availabléo download at www.highlands.ac.uk



CHARTERED INSTITUTE OF
PERSONNEL AND DEVELOPMENT

Advanced Level

Putting you and your HR career on the map

MSc in Human Resource Management

We continue to offer CIPD advanced level qualif@as in partnership with London South Bank
University.

This is a fully taught programme leading to eithevlasters Degree or a Post Graduate Diploma in Huma
Resources.

The programme will be taught by South Bank Uniugisidepartment of Human Resources. At the end of
the programme students will be eligible to apply@hartered Membership of the CIPD.

Next course: January 2011
Fee: £11,945

In addition to our CIPD accredited courses we also offer...

Introduction to HR Administration

Designed for new entrants to HR, line managers mdwe responsibility for personnel activities, thod®
run a small or family business and those who wishdmplete the Certificate in HR Practice but regui
underpinning knowledge before progressing.

This very popular course is delivered through hyghteractive evening workshops by qualified tutath
up to date industry based experience.

Dates: 6 October 2010, Wednesday evenings 6-9pm
Fee: £395 Registered ISE (GST) exempt companies £383.51

For more information on our management/HR programmes or to
arrange a meeting to discuss your development neepkase contact:

Elaine Egerton, Faculty Administrator
Elaine.egerton@highlands.ac.uk Tel. 01534 608706
Jan Channing, Head of Management Development Centre
jan.channing@highlands.ac.uk Tel. 01534 608705

Further information and application forms availabléo download at www.highlands.ac.uk



CYQ & FITNESS QUALIFICATIONS

Biomechanics
(in partnership with Intelligent Training Systems)

This course teaches you how to assess and screemtydetes/players/patients biomechanically armh th
how to prescribe exercises to manage any deficits.

The three course sessions are designed to takesgoegning through three phases — normalise, is&bil
and functionalise.

When clients have completed these three phasesnifidye optimally prepared to carry out any formh o
exercise safely and effectively,

including sports training and functional training.

Dates: Friday 6, Saturday 7 and Sunday 8 August 2010
Fee: £195 each day, £585 for the three days

Sports Massage with a Special Interest in Biomechars
(in partnership with Intelligent Training Systems)

This course will expand students’ knowledge of amat, physiology and exercise delivery so you wél b
able to assess and treat soft tissue dysfunctidmpeovide post care advice to adults. Following th
successful completion of this course, studentsgailh access to the Sports Massage Association
Membership and obtain insurance to practise agssmasseur.

Dates:6 & 7 August, 21, 2& 23 September, 26, 27 & 28 October
Fee:£1495

CYQ Level 3 — Certificate in Teaching Yoga

This qualification is particular relevant for indwials who wish to pursue a career in teaching ydges
also for those already running such sessions withdormal qualification. There are no formal
pre-requisites for this qualification. Howeverstexpected that candidates will have undertakgolae
practice of Yoga prior to entry. A practical assasnt will be held
before acceptance onto the course.

Dates:

Home study will be required from the end of JulyL@0 Practical sessions
commence September 2010.

190 hours of guided study

Fee:£1950(Payment plan available)



CYQ & FITNESS QUALIFICATIONS

CYQ Level 2 — Certificate in Fitness Instructing

This qualification is available in the context ofi® or Exercise to Music for candidates wishing tarkv
in the health and fitness industry. Students #dln exercise and fithess knowledge and how to ghal
teach a safe and effective session.

Start date: 10 September 2010 (5 weekends)
Fee:£765

CYQ Level 3 — Certificate in Personal Training

The aim of this qualification is to recognise tlkéls, knowledge and competence required for an
individual to work unsupervised as a personal gaiihis includes being able to offer one-to-oméning,
baseline assessment, nutritional advice and preigeeprogramming which is specific to the individua
needs of a client.

Start date: 4 December 2010 (9 weekends over a 14 week period)

Fee:£1435

For more information on all CYQ programmes pleassact
Joanne Taylor on Tel: 608708 or e-mail joanne.t@loighlands.ac.uk



