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Cleaning Principles
Level 2 Certificate

COURSE CODE   
PJSXDL2AP-35

FEE
 £0

DURATION
16 WEEKS

TYPE
PART-TIME

Visit www.peterborough.ac.uk for more information and to enrol

Course Content
You will study the following:

• Dealing with routine and  
non-routine waste                        

• Health and safety for the cleaning 
and support services industry                                                                                               

• Working with others in the 
cleaning and support services 
industry                                                                                              

• Cleaning of interiors and 
washrooms 

Assessment
You will be assessed via an online 
portfolio of written work.

Progression 
On successful completion of this 
qualification, you could progress to: 

• Level 2 Certificate for Cleaning and 
Support Services 

• Skills Level 2 Certificate in Cleaning 
Knowledge and Skills

With a UK industry turnover estimated at £4.7 billion in 2011, 
cleaning is one of the largest business sectors in the UK. 
It underpins many aspects of life today and is essential for 
the prevention of disease and spread of infection. People 
actively seek out clean, safe and comfortable environments, 
so having a highly skilled cleaning workforce is essential.

Creating a Business Start-Up
Level 2 Certificate

COURSE CODE   
PJSXDL2AP-04

FEE
 £0

DURATION
16 WEEKS

TYPE
PART-TIME

Course Content 
You will study the following:

• Initial steps for a business start-up                                            
• Marketing for a business start-up                                                
• Legal and financial considerations 

when starting a business
• How to develop a business plan

Assessment
You will be assessed via an online 
portfolio of written work.

Progression 
On successful completion of this 
qualification, you could progress to: 

• Business, Administration and Law 
Courses 

• Enterprise Courses

Over half a million businesses are started every year; 
however, 30% of these fail within the first two years. 
Having a better understanding of the initial processes 
and requirements of a business start-up can increase the 
chances of your business succeeding. If you’re looking 
to start your own business, or already have a business 
but want to develop and progress your business plan, 
this qualification will support you with the skills and 
knowledge you need.

4 5
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Visit www.peterborough.ac.uk for more information and to enrol

Course Content
You will study the following:

• Equality and diversity in society
• Equality and diversity in the 

community
• Equality and diversity in the 

workplace 

Assessment
You will be assessed via an online 
portfolio of written work.

Progression 
On successful completion of this 
qualification, you could progress to: 

• Level 3 Certificate in the Principles 
of Equality and Diversity 

• Level 3 Certificate in Managing 
Equality and Diversity in 
Organisations

Equality and Diversity
Level 2 Certificate

COURSE CODE   
PJSXDL2AP-22

FEE
 £0

DURATION
16 WEEKS

TYPE
PART-TIME

Britain is a culturally diverse nation that respects and values 
the differences in people. Companies are legally required to 
follow a set of practices to ensure discrimination is eradicated 
and expectations of equality are met. A good understanding 
of the wide-ranging legislation is essential in creating a 
workplace that is centred on fairness, dignity and respect.
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Information, Advice and Guidance 
Level 2 Certificate

COURSE CODE   
PJSXDL2AP-07

FEE
 £0

DURATION
16 WEEKS

TYPE
PART-TIME

Course Content
You will study the following:

• Information, advice and guidance 
in practice

• Developing interaction skills for 
information, advice and guidance

Assessment
You will be assessed via an online 
portfolio of written work.

Progression 
On successful completion of this 
qualification, you could progress to: 

• Level 3 Diploma in Counselling 
Skills

• Level 3 Certificate in Information, 
Advice and Guidance

Offering clear and accurate information, advice and guidance 
and knowing what can be shared legally and professionally 
can greatly improve outcomes for a business. There are some 
fundamental rules for suc cessful information sharing and 
ensuring staff are aware of these is key.
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Lean Organisation  
Management Techniques  
Level 2 Certificate

COURSE CODE   
PJSXDL2AP-08

FEE
 £0

DURATION
16 WEEKS

TYPE
PART-TIME

Course Content
You will study the following:

• Lean organisation techniques in 
business

• Business improvement tools and 
techniques

• Working in business teams 
 
Assessment
You will be assessed via an online 
portfolio of written work.

Progression 
On successful completion of this 
qualification, you could progress to: 

• Level 3 qualification in Business 
Improvement Techniques

• Level 4 qualification in Business 
Improvement Techniques

A lean organisation provides the greatest customer value with 
the fewest resources, a philosophy increasingly important in 
today’s competitive business market. A sound understanding 
of the concept and benefits of a lean environment, as 
well as knowledge of business techniques and working in 
teams, is essential. Our nationally recognised qualification 
is designed to provide individuals with an appreciation and 
understanding of some key principles of lean organisation 
management.
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Visit www.peterborough.ac.uk for more information and to enrol
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Principles of Business Administration
Level 2 Certificate

COURSE CODE   
PJSXDL2AP-01

FEE
 £0

DURATION
16 WEEKS

TYPE
PART-TIME

Course Content
You will study the following:

• Principles of providing 
administrative services

• Principles of business document 
production and information 
management

• Understand communication in a 
business environment

• Understand employer 
organisations

• Understand how to develop 
working relationships with 
colleagues

Assessment
You will be assessed via an online 
portfolio of written work.

Progression 
On successful completion of this 
qualification, you could progress to: 

• Level 3 Certificate in Principles of 
Business Administration 

• Level 3 Apprenticeship in Business 
Administration

There were an estimated 5.5 million private sector businesses 
in the UK at the start of 2016. Despite the recent economic 
difficulties, the trend has been steadily increasing in the 
business population. Today’s global economy brings with 
it a wealth of new markets, shrinking profit margins and 
increasing operating expenses; the need for good business 
administration has never been greater.
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Principles of Customer Service
Level 2 Certificate

COURSE CODE   
PJSXDL2AP-13

FEE
 £0

DURATION
16 WEEKS

TYPE
PART-TIME

Course Content 
You will study the following:
Mandatory units:

• Principles of customer service and 
delivery

• Understand customers
• Understand employer 

organisations

Assessment
You will be assessed via an online 
portfolio of written work.

Progression 
On successful completion of this 
qualification, you could progress to:

• Level 2 Diploma in Customer 
Service

• Level 3 Certificate in Principles of 
Customer Service

In order to have a truly successful business, you need to 
provide good customer service. It is believed that 96% of 
unhappy customers don’t ever complain; however, 91% of 
those simply leave and never come back. The main reason 
for customer churn is not price but bad customer service. 
Handling a business’s issues in a professional and courteous 
manner is an essential day-to-day task.

Principles of Cyber Security
Level 2 Certificate

COURSE CODE   
PJSXDL2AP-31

FEE
 £0

DURATION
16 WEEKS

TYPE
PART-TIME

Course Content
You will study the following:

• Introduction to cyber security
• Understand terminology used in 

cyber security 
• Understand legal and ethical 

aspects of cyber security
• Understand common threats to 

cyber security
• Understand methods of 

maintaining cyber security 
• Working with others in cyber 

security
 
Assessment
You will be assessed an online portfolio 
of written work.

Progression 
On successful completion of this 
qualification, you could progress to: 

• Level 3 Certificate in Cyber Security 
Practices 

• Level 3 Award in Cyber Security 
Leadership

In an increasingly digital world, cyber security is fast 
becoming a main concern for many organisations. With 
complex online scams and cyber crime, it’s essential that 
organisations have an understanding of preventative 
measures to maintain cyber security, including techniques 
and security checks needed to store data securely. This online 
course is a key starting point for anyone looking to begin their 
career in cyber security.
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Principles of Team Leading
Level 2 Certificate

COURSE CODE   
PJSXDL2AP-16

FEE
 £0

DURATION
16 WEEKS

TYPE
PART-TIME

Course Content
You will study the following:

• Principles of team leading
• Understand business
• Understand how to communicate 

work–related information

Assessment
You will be assessed via an online 
portfolio of written work.

Progression 
On successful completion of this 
qualification, you could progress to: 

• Level 3 Certificate in Principles of 
Management

• Level 3 Diploma in Management

Strong team leadership is essential for providing guidance, 
direction and instruction within a group and inevitably leads 
to more effective teamwork and more motivated employees. 
Being able to manage a team effectively is critical in the 
current job market, where employee productivity and team 
outcomes are closely monitored.

Principles of Warehousing and Storage  
Level 2 Certificate

COURSE CODE   
PJSXDL2AP-17

FEE
 £0

DURATION
16 WEEKS

TYPE
PART-TIME

Course Content 
You will study the following:

• Introduction to warehousing and 
storage

• Understand how to receive and 
store goods

• Understand how to process orders 
and prepare them for dispatch

• Understand how to check stock 
and update records

• Customer service in warehousing 
and storage

Assessment
You will be assessed via an online 
portfolio of written work.

Progression 
On successful completion of this 
qualification, you could progress to: 

• Level 3 Award in Warehousing
• Level 3 Diploma in Warehousing 

and Storage

The warehousing and storage of goods is an essential part 
of logistics operations within a business. Roles within this 
industry require great skill and organisation to coordinate 
the demand and supply of goods and ultimately meet 
customer needs.

Visit www.peterborough.ac.uk for more information and to enrol
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Understanding Business 
Improvement Techniques
Level 2 Certificate

COURSE CODE   
PJSXDL2AP-38

FEE
 £0

DURATION
16 WEEKS

TYPE
PART-TIME

Visit www.peterborough.ac.uk for more information and to enrol

Course Content
You will study the following:

• Safe and effective team working                                                                             
• Principles and techniques that 

support workplace organisation                                                                                     
• An understanding of continuous 

improvement techniques (Kaizen) 
and their application in the 
workplace

• How to use visual management 
systems                                                                                                                  

• Problem-solving techniques                                                     
• How to carry out flow process 

analysis  

Assessment
You will be assessed via an online 
portfolio of written work.

Progression 
On successful completion of this 
qualification, you could progress to: 

• Level 2 NVQ Diploma in Business 
Improvement Techniques 

• Level 3 qualifications in Business 
Improvement Techniques

Improving business performance is vital for any business. 
Making improvements that are more efficient - such 
as saving on time or costs - can have huge benefits to 
an organisation, particularly in competitive business 
environments. This qualification aims to build knowledge 
on the study of business improvement techniques, 
including workplace organisation, building effective teams 
and managing working relationships. It will also teach the 
importance of improving processes and procedures using 
visual management systems and flow process analysis.
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Course Content
You will study the following:

• Understand climate change, 
sustainability and environmental 
protection 

• Understand industry and the 
environment

• Understand resource efficiency 
and waste management 

Assessment
You will be assessed via an online 
portfolio of written work.

Progression 
On successful completion of this 
qualification, you could progress to: 

• Level 3 Award in Business 
Management for the Environment 
and Land-based Sector 

• Level 3 Certificate in Principles 
of Sustainable Resource 
Management

Understanding Climate Change and 
Environmental Awareness
Level 2 Certificate

COURSE CODE   
PJSXDL2AP-34

FEE
 £0

DURATION
16 WEEKS

TYPE
PART-TIME

Sustainability is quickly becoming a high priority for many 
businesses. Making moves towards becoming a ‘greener’ 
organisation can also provide cost saving initiatives, such as 
reducing waste or saving energy. This qualification covers 
the nature of climate change and the role that individuals, 
businesses and other organisations play in helping to reduce 
carbon emissions. This course gives the knowledge and 
understanding for individuals to act as drivers of positive 
change within the workplace and at home.

14 15



Visit www.peterborough.ac.uk for more information and to enrol
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Course Content
You will study the following:

• Understand the principles of 
coding

• Understand terminology used in 
coding 

• Understand coding design 
principles 

• Understand the processes and 
practice of coding

• Understand the importance 
of communication and project 
management in coding

Assessment
You will be assessed via an online 
portfolio of written work.

Progression 
On successful completion of this 
qualification, you could progress to: 

• Level 3 Certificate in Coding 
Practices

• Level 3 Certificate in Programming

Understanding Coding 
Level 2 Certificate

COURSE CODE   
PJSXDL2AP-50

FEE
 £0

DURATION
16 WEEKS

TYPE
PART-TIME

Coding is what makes it possible for anyone to create 
computer software. Websites, apps, and social media are all 
made with code  - it is a language that tells computers what 
action to perform. This qualification is designed for anyone 
who is looking to gain an introduction to coding. As the world 
is evolving digitally and the digital sector is growing, this 
course will give you an insight into the principles of coding, 
and how coding is used in practice for software development.
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Understanding Data Protection and 
Data Security  
Level 2 Certificate

COURSE CODE   
PJSXDL2AP-30

FEE
 £0

DURATION
16 WEEKS

TYPE
PART-TIME

Course Content 
You will study the following:

• Current data protection legislation, 
and how it is applied  

• Organisational procedures 
concerning data

• Possible threats to ICT systems and 
data, and how to protect against 
them                                                          

• Consequences of not protecting 
data, and the impact of possible 
breaches

Assessment
You will be assessed via a portfolio of 
evidence.

Progression 
On successful completion of this 
qualification, you could progress to: 

• Level 3 Certificate in Principles of 
Business Admin 

• Level 3 Certificate in Principles of 
Customer Service

Data protection compliance is an essential legal 
requirement for all organisations. Since the General Data 
Protection Regulation (GDPR) came into force in May 
2018, it is more vital than ever that everyone who works 
with personal data understands the laws and acts in 
compliance, as the penalties can be severe.

16 17



Visit www.peterborough.ac.uk for more information and to enrol
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Course Content
You will study the following:

• Understand domestic abuse 
• Understand the signs and risk 

factors associated with domestic 
abuse

• Understand the impact of 
domestic abuse 

• Understand policy, response, and 
intervention in relation to domestic 
abuse 

Assessment
You will be assessed via an online 
portfolio of written work.

Progression 
On successful completion of this 
qualification, you could progress to: 

• Level 3 Award in Counselling Skills 
and Theory

• Level 3 Certificate in 
Understanding Mental Health

Understanding Domestic Abuse 
Level 2 Certificate

COURSE CODE   
PJSXDL2AP-43

FEE
 £0

DURATION
16 WEEKS

TYPE
PART-TIME

The annual Crime Survey estimates that almost 2.5 million 
adults experience domestic abuse each year. In addition, 
one in five children witness or experience domestic abuse in 
their childhood. Although it is often an under-reported crime, 
with most cases of domestic abuse kept hidden. The new 
Domestic Abuse Act 2021 makes prosecuting domestic abuse 
more straightforward, and offers more protection to those 
who are being abused, but cases still need to be identified 
and responses need to be effective. 

This qualification is for anyone who has a responsibility to 
respond to domestic abuse or support those experiencing 
domestic abuse. This includes employers, teachers, health 
and social care workers and anyone involved in safeguarding 
vulnerable adults, children or young people.
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Understanding Excellence in 
Customer Service for Hospitality 
Level 2 Certificate

COURSE CODE   
PJSXDL2AP-52

FEE
 £0

DURATION
16 WEEKS

TYPE
PART-TIME

Course Content
You will study the following:

• Principles of Customer Service in 
the Hospitality Sector 

• Understand Effective Teamwork in 
the Hospitality Sector 

• Understand Legislation and 
Guidance Relevant to the 
Hospitality Sector                                                                     

• Understand Professional Personal 
Standards in the Hospitality Sector 

Assessment
You will be assessed via an online 
portfolio of written work.

Progression 
On successful completion of this 
qualification, you could progress to: 

• Level 3 Award in Hospitality 
Supervision and Leadership 
Principles 

• Level 3 Certificate in Professional 
Development for Hospitality and 
Tourism

In the hospitality sector, staff are often the forefront of 
the business and first impressions are vital. It is therefore 
important that those working in hospitality are highly 
professional. Understanding how to communicate effectively, 
the importance of teamwork and the importance of 
maintaining food hygiene is essential for staff in these roles.

18 19



Understanding Mental Health First 
Aid and Mental Health Advocacy in 
the Workplace
Level 2 Certificate

COURSE CODE   
PJSXDL2AP-26

FEE
 £0

DURATION
16 WEEKS

TYPE
PART-TIME

Course Content
You will study the following:

• Exploring mental health                                                     
• Understand how to support 

individuals with mental ill health
• Understand a mentally healthy 

environment 

Assessment
You will be assessed via an online 
portfolio of written work.

Progression 
On successful completion of this 
qualification, you could progress to: 

• Level 2 and 3 Certificate in 
Preparing to Work in Adult Social 
Care

• Level 2 and 3 Certificate for 
Working in the Health Sector

Around 450 million people currently experience mental health 
problems, with recent reports suggesting that over 12 million 
working days were lost due to work-related stress, depression 
or anxiety in just one year. 

It’s important that employers are transparent and open 
about mental health issues, and this qualification builds an 
understanding of mental health problems and the support 
available to colleagues. Increasing the understanding of mental 
health of staff at all levels builds a culture of care and support.

Visit www.peterborough.ac.uk for more information and to enrol
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Understanding Retail Operations 
Level 2 Certificate

COURSE CODE   
PJSXDL2AP-41

FEE
 £0

DURATION
16 WEEKS

TYPE
PART-TIME

Course Content 
You will study the following:

• Understanding customer service in 
the retail sector 

• Understanding the retail selling 
process

• Understanding how individuals 
and teams contribute to the 
effectiveness of a retail business

• Understanding how a retail 
business maintains health and 
safety on its premises                                                       

• Understanding retail consumer law 
• Understand how to deal with 

customer queries and complaints 
in a retail environment

Assessment
You will be assessed via an online 
portfolio of written work.

Progression 
On successful completion of this 
qualification, you could progress to: 

• Level 2 Diploma in Retail Skills 
Enterprise Courses 

• Level 3 Certificate in Retail 
Knowledge

The retail industry is subject to a number of pressures. 
These include changes in shopping habits and the recent 
economic downturn which reduced consumer spending. 
However, as consumer confidence begins to grow, it is 
important that retail support staff are fully trained and 
equipped to represent your business and to meet the 
needs of your customers. 

As removing staff from the ‘shop floor’ applies pressure to 
rotas, this training can be carried out in the learner’s own 
time via our tried and tested flexible learning approach.
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Visit www.peterborough.ac.uk for more information and to enrol
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Understanding Tenant Support in 
Social Housing 
Level 2 Certificate

COURSE CODE   
PJSXDL2AP-51

FEE
 £0

DURATION
16 WEEKS

TYPE
PART-TIME

Course Content
You will study the following:

• Introduction to the social housing 
sector

• Understand the principles of 
safeguarding and equality and 
diversity

• Understand mental and physical ill 
health

• Understand reasons for 
problematic behaviour

• Understand issues affecting 
isolated tenants 

Assessment
You will be assessed via an online 
portfolio of written work.

Progression 
On successful completion of this 
qualification, you could progress to: 

• Level 2 Certificate in Preparing to 
Work in Adult Social Care 

• Level 2 Diploma in Customer 
Service

Over 4 million people in the UK live in social housing, and 
with some social housing tenants being at their most 
vulnerable, it’s important that anyone working in the sector 
has a sound understanding of the range of services provided 
by social housing, the issues that tenants might face, and 
how to correctly record and report any problems.
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Workplace Violence and Harassment
Level 2 Certificate

COURSE CODE   
PJSXDL2AP-45

FEE
 £0

DURATION
XX WEEKS

TYPE
PART-TIME

Course Content
You will study the following:

• How to contribute to a positive and 
safe working environment                                                                                

• How to reduce and effectively deal 
with violence in the workplace                                                                        

• Understanding aggression, 
bullying and harassment in the 
workplace and how it can be 
prevented                           

• Understanding equality, diversity 
and inclusion in the workplace 
and the benefits to individuals and 
organisations  

Assessment
You will be assessed via an online 
portfolio of written work.

Progression 
On successful completion of this 
qualification, you could progress to: 

• Level 3 Certificate in the Principles 
of Customer Service 

• Level 3 Diploma in Customer 
Service

Workplace violence and Harassment can have huge 
consequences for employers, employees and the work 
environment. The Trades Union Congress (TUC) estimates 
that 29% of people have been bullied at work, and more 
than 1 in 3 people who report being bullied leave their job 
because of it. Understanding about effective communication 
and ways to reduce conflict in the workplace will help to 
create a more positive working environment, benefiting both 
employers and employees, and improving job satisfaction, 
health and well-being, and productivity.
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Have questions?
We are here to help.

www.peterborough.ac.uk
0345 8728722

info@peterborough.ac.uk


