What is ECDL?

ECDL (The European Computer Driving Licence) is rapidly becoming the internationally recognised basic computing qualification, available in 125 countries, with one and a half million candidates in the UK alone.  ECDL aims to ensure that all computer users understand the best practices and potential of the different software available on a PC.

What is involved?

ECDL tests your basic competency over a wide range of software.  It contains seven modules:

· Module 1:  Security for IT Users
· Module 2:  IT User Fundamentals
· Module 3:  Word processing

· Module 4:  Spreadsheet Software
· Module 5:  Database Software
· Module 6:  Presentation Software
· Module 7:  Using E-mail and the Internet
You will need to sit a 45 minute computerised test for each module under exam conditions.  Although ECDL tests can be taken on any appropriate software, we will be using the University’s supported software – Microsoft Office 2007 and Internet Explorer. Tests can be taken in any order.

ECDL is not a formal course, so if you already have the knowledge you can sit the tests straight away!  We will ask you to sit a mock test first though, just to check that you are ready.  Once you have passed all of the seven module tests you will receive your ECDL certificate.

Who is ECDL suitable for?

ECDL is useful for administrative staff who wish to gain a recognised qualification for their skills, and to perhaps broaden their knowledge of different software.  It would also be useful for staff who are planning on a career move into an administrative area.

Staff will only be eligible for funding for ECDL by the University if it fits into their own, or their department’s development plan.

What if I don’t have the knowledge in some or all of the areas?

Our standard programme of half-day IT training courses will cover all of the topics required for ECDL.  You can just book onto the ones you need and take the tests when you are ready.  A programme of testing sessions will run throughout the year.

You could also study independently using the many different learning resources available, many of which are available for loan from the University library.  If you would like your own copy of the materials, these are available to download.
How do I work out what training I need?

If your application is successful, a member of the IT Training Team will spend some time discussing an individual learning programme with you.

What is the time commitment?

That depends on how much you need to learn.  For those who want to learn on the half-day IT training courses, each module could (on average) be learned from scratch in about 6 half-days of training.

If you plan to study in work time, it is important that your line manager is aware of the time involved, and has given consent.  


How long will it take?

Again, this depends on how much you need to learn.  If you already have the necessary skills and knowledge, it might take up to 3 months to sit all of the tests.  Otherwise, from the time you sit your first test, you would have up to 3 years to complete the rest of the programme.

How do I apply?

You need to complete the ECDL Application Form (E1c) available via the web site mentioned at the bottom of this sheet, or from Elaine Smith, ECDL Centre Manager (tel 5356).

Your application must be signed by your Appraiser and Head of Department/Planning Unit to confirm that it fits in with your development needs or those of your department, and that you can be released from work to attend the necessary training and testing.

ECDL and other IT Qualifications
The introduction of the Qualification and Credit Framework (QCF) has made it possible to develop your IT skills, and gain qualifications in a more flexible way.  Your ECDL Modules could be counted towards a wide range of qualifications, including the ITQ.  For further details, see: http://www.qcda.gov.uk/qualifications/60.aspx 
For more information

Visit the web site at:  http://www.brad.ac.uk/lss/training/ecdl/ or contact Elaine Smith, ECDL Centre Manager (tel 5356 or email training@bradford.ac.uk ).




[image: image1.jpg]Approved

Test Centre





European Computer Driving Licence

Opportunities for Staff

[image: image2.jpg]dm B4 YNIVERSITY OF
=z BRADFORD

IV \AKING KNOWI EDGE WORK





July 2001





July 2010








