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We are committed to providing high quality and timely
skills development interventions that support the
National Skills Development Strategy's vision of ensuring
a highly skilled and professional workforce.

OUR VALUES

ABOUT US
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Sikhula Sonke is a division of Right to Care NPC.  For
nearly 20 years, Right to Care has supported and
delivered prevention, care and treatment services for
HIV, tuberculosis, sexually transmitted infections and
Hepatitis C, whilst also responding to global healthcare
emergencies through its various programmes.

Sikhula Sonke was originally established to address the
increasing training needs of organisations operating
within a donor-funded and clinical research
environment and has since expanded our training
service offering.  We offer a wide variety of courses
aimed at building practical workplace skills to support
individuals in their current roles and future career
development. 

WHO WE ARE

Sikhula Sonke is a fully accredited Training Provider with
the Health and Welfare SETA (Accreditation Number:
HW591PA174805).  The Academy is also registered with
the International Computer Driving Licence (ICDL) as an
accredited testing and training centre.

ACCREDITATION

Innovation is at the hear of everything we do, from
designing and delivering training interventions and
solutions, to incorporating new ways of making our
interventions relevant in an ever-changing landscape.  

The quality of our training interventions is a top
priority with robust checks and ongoing support, and
we are committed to achieving excellent provision for
all our learners.  

Recognition and celebration of our shared
achievement is important and motivating for us all. 
 Our training solutions are designed to offer excellent
financial and material value to our learners.  

Lastly, we strive to be an open and transparent
academy, keeping our people informed and
maintaining open dialogue with our customers.



INTRODUCING
ICDL
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The world never stands still, especially where
technology is concerned. Organisations today rely
heavily on computerised technology to efficiently
complete vast amounts of tasks. Even Universities
acknowledge the importance of computer skills and
some institutions require their students to complete
a basic computer literacy course in their first year of
study. Computer Literacy simply refers to a person’s
ability to operate computer applications efficiently
and quickly. As part of our mission to create a
workplace that is efficient and effective, the Right to
Care Training Department partnered with the
International Computer Driving Licence (ICDL)
Foundation and is now an Accredited ICDL Training
and Testing Centre.  
 
The ICDL is an international digital literacy
qualification. ICDL is used as a yardstick to measure
an individual’s ability to competently use a digital
device like a computer, laptop, and tablet. Based on
the track incorporating the current digital trends,
ICDL is ideal for persons starting their career journey
and wishing to portray digital skills in their CV. It is
also ideal for mature candidates who are looking at
enhancing their digital skills. 

Flexible class hours, certified trainers, extended practice
time and an authorised exam centre are some of the
services you will enjoy at the Sikhula Sonke ICDL centre.

ICDL certification programmes have been delivered
to over 16 million people, in 41 languages, across 150
countries, through a growing network of over 24 000
test centres. It is the global standard in end user
computer skills, offering candidates an
internationally recognised certification that is
supported by governments, computer societies,
international organisations, and commercial
corporations alike.

As an accredited testing centre, we offer various
ICDL-accredited modules on an ongoing basis to our
own employees and the public. These courses and
modules are outlined and discussed in greater detail
in this brochure.



WHY ICDL?
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Our courses provide an internationally recognised qualification. Most
Universities and companies give recognition and credit to ICDL.

GLOBAL CERTIFICATION

Enables and facilitates flexible learning by choosing a profile tailored to
your skills set. As your skill levels increase, you progress on a pathway
from basic digital literacy right through to advanced digital expertise.

PERSONALISED LEARNING

Increases essential Information Technology skills levels and confidence
in computer use.

IT SKILLS DEVELOPMENT

ICDL provides a foundation to improved job and study prospects and job
mobility.

BRIDGE TO CAPABILITY



Digital Citizen Plus is specially developed as an introduction to the ICDL
Basic Modules, to cater for candidates who have very little experience of
computers and the Internet.

DIGITAL CITIZEN PLUS

Designed to build the critical digital skills of the modern workplace, ICDL
Workforce is a tiered programme that will help employees with the
effective use of technology.

ICDL WORKFORCE

Designed to meet the needs of modern professionals in a range of
sectors, ICDL Professional develops advanced level skills for those with
technology-reliant roles.

ICDL PROFESSIONAL

OUR ICDL COURSE
OFFERING
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Covers some of the essential knowledge and
skills that make up the internationally
recognised ICDL Computer Essentials, Online
Essentials, Word Processing, and Spreadsheets
modules.
Allows candidates to transition more easily to
these modules.
Allows for skills and knowledge to be developed
in a supported training environment leading to
certification following completion of a workbook
and a straightforward assignment.

R1 599 per person.
Course fee includes a Candidate Registration
Number (CRN), courseware, 16 hours of
facilitation and support, and lunch and
refreshments.

DIGITAL CITIZEN
PLUS
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The module duration is 16 hours of classroom-based
facilitation (2 days).

Understand computer concepts around
hardware and software.
Identify health, environment and security
considerations when using computers.
Manage basic desktop setting and manage files
and folders.
Create, save, edit and format a word processing
document.
Create, save, edit and format a spreadsheet
document.
Search for information on the web, create and
edit bookmarks.
Create and send e-mails.

On completion of this module, candidates will be
able to:
       

Digital Citizen Plus provides an introduction to
some of the topics covered in the most popular
ICDL modules - Computer Essentials, Online
Essentials, Word Processing, and Spreadsheets.  It
introduces some of the essential concepts and
skills relating to effective computer use, basic
desktop management, creating and editing
documents and spreadsheets, searching the web
and sending e-mail.





ICDL WORKFORCE
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Many jobs now entail the use of technology. This
requirement continues to grow, even in sectors
considered traditional or non-technical. Online
tools and mobile apps today perform a huge range
of functions that were once paper-based. The
workplace is digital, and in today’s competitive
environment, employers highly value digital skills.
Having the certified ability to use devices and tools
confidently and productively is an effective way for
workers to set themselves apart.

WHAT IS ICDL WORKFORCE?

ICDL Workforce starts with the Essential Skills
modules which are an important foundation for
many other ICDL Modules. The Office Applications
modules develop skills that are commonly used in
working life. Complementing these skills are the
Good Practice modules, which ensure safe, legal
and productive use of technology in the workplace.

ICDL Workforce is designed to build the digital skills
of the modern workplace. These modules will help
employees and candidates demonstrate their
effective use of technology with skills and
knowledge that can be further developed by
progressing to the ICDL Professional modules and
beyond

HOW IS ICDL WORKFORCE STRUCTURED?

Computer Essentials

Online Essentials

Word Processing

Spreadsheets

Presentations

IC
DL
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Covers the key skills and main concepts relating
to ICT, computers, devices, and software.
Certifies best practice in effective computer use.
Developed with input from computer users,
subject matter experts, and practising computer
professionals from all over the world. This
process ensures the relevance and range of
module content.

R1 799 per person.
Course fee includes a Candidate Registration
Number (CRN), courseware, 16 hours of
facilitation and support, diagnostic assessment,
certification exam, and lunch and refreshments.

COMPUTER
ESSENTIALS
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The module duration is 16 hours of classroom-
based facilitation (2 days).

Understand key concepts relating to ICT,
computers, devices, and software.
Start up and shut down a computer.
Work effectively on the computer desktop using
icons, windows.
Adjust the main operating system settings and
use built-in help features.
Create a simple document and print an output.
Know about the main concepts of file
management and be able to efficiently organise
files and folders.
Understand key storage concepts and use utility
software to compress and extract large files.
Understand network concepts and connection
options and be able to connect to a network.
Understand the importance of protecting data
and devices from malware, and the importance
of backing up data.
Recognise considerations relating to green IT,
accessibility, and user health.

On completion of this module, candidates will be
able to:
       

This module will teach you the essential concepts
and skills relating to the use of devices, file
creation and management, networks, and data
security.



Covers the key skills needed to understand the
main concepts relating to web browsing and
online security.
Certifies best practice in effective online
computer use.
Developed with input from computer users,
subject matter experts, and practising computer
professionals from all over the world. This
process ensures the relevance and range of
module content.

R1 799 per person.
Course fee includes a Candidate Registration
Number (CRN), courseware, 16 hours of
facilitation and support, diagnostic assessment,
certification exam, and lunch and refreshments.

ONLINE
ESSENTIALS
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The module duration is 16 hours of classroom-
based facilitation (2 days).

Understand web browsing and online security
concepts.
Use the web browser and manage browser
settings, bookmarks, and web outputs.
Search effectively for online information and
critically evaluate web content.
Understand key copyright and data protection
issues.
Understand concepts of online communities,
communications and email.
Send, receive e-mails and manage email
settings.
Organise and search emails and use calendars.

On completion of this module, candidates will be
able to:

This module will teach you the essential concepts
and skills relating to web browsing, effective
information search, online communication, and e-
mail.



Covers the key skills needed to use a word
processing application.
Can be applied to a range of word processing
software from vendor packages to ‘freeware’.
Certifies best practice in effective word
processing software use.
Developed with input from computer users,
subject matter experts, and practising computer
professionals from all over the world. This
process ensures the relevance and range of
module content.

R2 499 per person.
Course fee includes a Candidate Registration
Number (CRN), courseware, 24 hours of
facilitation and support, diagnostic assessment,
certification exam, and lunch and refreshments.

WORD
PROCESSING
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The module duration is 24 hours of classroom-
based facilitation (3 days).

Work with documents and save them in
different file formats.
Choose built-in options, such as the Help
function, to enhance productivity.
Create and edit small-sized word processing
documents that will be ready to share and
distribute.
Apply different formats to documents to
enhance them before distribution; recognise
good practice in choosing the appropriate
formatting options.
Insert tables, images, and drawn objects into
documents.
Prepare documents for mail merge operations.
Adjust document page settings.
Check and correct spelling before finally
printing documents.

On completion of this module, candidates will be
able to:

This module enables learners to demonstrate the
ability to use a word processing application to
accomplish everyday tasks associated with creating,
formatting, and finishing small-sized word
processing documents, such as letters and other
everyday documents. Learners will be able to
duplicate and move text within and between
documents. They gain competence in using some of
the features associated with word processing
applications such as creating standard tables, using
pictures and images within a document, and using
mail merge tools.



Covers the key skills needed to use
spreadsheets.
Can be applied to a range of spreadsheets
software from vendor packages to ‘freeware’.
Certifies best practice in effective spreadsheets
software use.
Developed with input from computer users,
subject matter experts, and practising computer
professionals from all over the world. This
process ensures the relevance and range of
module content.

R2 499 per person.
Course fee includes a Candidate Registration
Number (CRN), courseware, 24 hours of
facilitation and support, diagnostic assessment,
certification exam, and lunch and refreshments.

SPREADSHEETS
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The module duration is 24 hours of classroom-
based facilitation (3 days).

Work with spreadsheets and save them in
different file formats.
Choose built-in options, such as the Help
function, within the application to enhance
productivity.
Enter data into cells; use good practice in
creating lists.
Select, sort and copy, move and delete data.
Edit rows and columns in a worksheet.
Copy, move, delete, and appropriately rename
worksheets.
Create mathematical and logical formulas using
standard spreadsheet functions; use good
practice in formula creation; recognise error
values in formulas.
Format numbers and text content in a
spreadsheet.
Choose, create, and format charts to
communicate information meaningfully.
Adjust spreadsheet page settings.
Check and correct spreadsheet content before
finally printing spreadsheets.

On completion of this module, candidates will be
able to:

This module allows candidates to understand the
concept of spreadsheets and to demonstrate an
ability to use a spreadsheet to produce accurate
work outputs. Learners will understand and be able
to accomplish tasks associated with developing,
formatting, modifying and using a spreadsheet, in
addition to using standard formulas and functions,
and demonstrate competence in creating and
formatting graphs or charts.



Covers the key skills needed to use presentation
software.
Can be applied to a range of presentation
software from vendor packages to ‘freeware’.
Certifies best practice in effective presentation
software use.
Developed with input from computer users,
subject matter experts, and practising computer
professionals from all over the world. This
process ensures the relevance and range of
module content.

R2 499 per person.
Course fee includes a Candidate Registration
Number (CRN), courseware, 24 hours of
facilitation and support, diagnostic assessment,
certification exam, and lunch and refreshments.

PRESENTATIONS
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The module duration is 24 hours of classroom-
based facilitation (3 days).Work with presentations and save them in

different file formats.
Choose built-in options, such as the Help
function, within the application to enhance
productivity.
Understand different presentation views and
when to use them; choose different slide
layouts and designs.
Enter, edit, and format text in presentations.
Recognise good practice in applying unique
titles to slides.
Choose, create, and format charts to
communicate information meaningfully.
Insert and edit pictures, images, and drawn
objects.
Apply animation and transition effects to
presentations.
Check and correct presentation content before
finally printing and giving presentations.

On completion of this module, candidates will be
able to:

This module allows candidates to understand the
concept of presentations and to demonstrate
competence in using presentation software.
Learners will be able to accomplish tasks such as
creating, formatting, modifying, and preparing
presentations using different slide layouts for
display and printed distribution.





ICDL PROFESSIONAL
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Advanced Word Processing

Advanced Spreadsheets

Advanced Presentations

Using Databases

Advanced Databases

Digital transformation is affecting every level of work.
Many roles have evolved to rely closely on technology,
while new sectors and new categories of work are
emerging that are entirely technology dependent.
Around the world, most professional roles now require
digital skills.

To remain relevant and competitive, organizations of
every type are integrating technology into their working
practices. These organizations require working
professionals that are digitally literate and can
collaborate in an international setting, with easily
transferrable skills.

WHAT IS ICDL PROFESSIONAL?

Designed to meet the needs of modern professionals in
a range of sectors, ICDL Professional develops advanced
level skills for those with technology-reliant roles. From
the use of business applications to the fundamentals of
advanced technologies, these skills allow them to
manage different types of workload as well as
collaborate with technical teams.

ICDL Professional contains a range of modules that can
be combined in any way to create a unique ICDL Profile.
The syllabus content of each module is supported by
learning materials that mirror day-to-day tasks and
responsibilities typical of a role in the sector or industry.

HOW IS ICDL PROFESSIONAL STRUCTURED? IC
DL
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Allows users to become more confident,
efficient and effective in using a word
processing application.
Proves mastery of the application.
Enables users to produce and manage large,
complex word processing outputs.
Improves user’s productivity and saves time.
Developed with input from computer users,
subject matter experts and practising computer
professionals from all over the world. This
process ensures the relevance and range of
module content.

R3 999 per person.
Course fee includes a Candidate Registration
Number (CRN), courseware, 40 hours of
facilitation and support, diagnostic assessment,
certification exam, and lunch and refreshments.

ADVANCED WORD
PROCESSING
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The module duration is 40 hours of classroom-
based facilitation (5 days).

Apply advanced text, paragraph, column and
table formatting.
Convert text to a table and vice versa.
Work with referencing features like footnotes,
endnotes and captions.
Create tables of contents, indexes and cross-
references.
Enhance productivity by using fields, forms and
templates.
Apply advanced mail merge techniques and
work with automation features like macros.
Use linking and embedding features to integrate
data.
Collaborate on and review documents. Work
with master documents and subdocuments.
Apply document security features.
Work with watermarks, sections, and headers
and footers in a document.

Individuals with ICDL Advanced Word Processing
certified skills can:

This module is a high-level certification programme
through which candidates can demonstrate their
ability to use the advanced features of word
processing applications to enhance their work,
improve productivity and save time. Completion of
this module will enable candidates to demonstrate
professionalism and save time in the creation,
production, review, and distribution of documents.

Furthermore, the ICDL Advanced Word Processing
module gives learners the opportunity to be
certified at an ‘expert level’ in the use of word
processing applications, acquiring skills sets over
and above the routine features of the software.



Allows users to become more confident,
efficient and effective in using a spreadsheet
application.
Proves mastery of the application.
Enables users to produce better reports with
deeper data analysis.
Improves user’s productivity.
Developed with input from computer users,
subject matter experts and practising computer
professionals from all over the world. This
process ensures the relevance and range of
module content.

R3 999 per person.
Course fee includes a Candidate Registration
Number (CRN), courseware, 40 hours of
facilitation and support, diagnostic assessment,
certification exam, and lunch and refreshments.

ADVANCED
SPREADSHEETS
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The module duration is 40 hours of classroom-
based facilitation (5 days).

Apply advanced formatting options such as
conditional formatting and customised number
formatting and handle worksheets.
Use functions such as those associated with
logical, statistical, financial and mathematical
operations.
Create charts and apply advanced chart
formatting features.
Work with tables and lists to analyse, filter and
sort data. Create and use scenarios.
Validate and audit spreadsheet data.
Enhance productivity by working with named
cell ranges, macros and templates.
Use linking, embedding and importing features
to integrate data.
Collaborate on and review spreadsheets. Apply
spreadsheet security features.

Individuals with ICDL Advanced Spreadsheets
certified skills can:

This module is a high-level certification programme
which presents candidates with the opportunity to
bring their spreadsheet skills to an expert level.
This allows them to use the full potential of the
spreadsheet application to produce higher quality
management information. 

Completion of this module will enable candidates
to master the more advanced functions of
spreadsheet applications, enabling them to
produce more sophisticated reports, and to
perform complex mathematical and statistical
calculations, thus saving time and improving
productivity in the completion of tasks.



Allows users to become more confident,
efficient, and effective in using a presentation
application.
Proves mastery of the application.
Enables users to plan and design more effective
presentations.
Improves user’s productivity.
Developed with input from computer users,
subject matter experts, and practising computer
professionals from all over the world. This
process ensures the relevance and range of
module content.

R3 999 per person.
Course fee includes a Candidate Registration
Number (CRN), courseware, 40 hours of
facilitation and support, diagnostic assessment,
certification exam, and lunch and refreshments.

ADVANCED
PRESENTATIONS
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The module duration is 40 hours of classroom-
based facilitation (5 days).

Understand target audience and venue
considerations in presentation planning.
Create and modify templates and format slide
backgrounds.
Enhance a presentation using built-in drawing
and image tools.
Apply advanced chart formatting features and
create and edit diagrams.
Insert movies and sound and apply built-in
animation features.
Use linking, embedding, importing and
exporting features to integrate data.
Work with custom slide shows, apply slide show
settings, and control a slide show.

Individuals with ICDL Advanced presentation
certified skills can:

This module is a high-level certification programme
for candidates who wish to create effective, high-
impact presentations using advanced features and
who need to be able to prove their skills in this
area. 

The programme covers advanced presentation
features that will allow candidates to use the
presentation application to its full potential, and to
plan and design more effective presentations that
have greater impact and that will better engage and
involve an audience.



Covers the key skills needed to organise and
operate a database.
Can be applied to a range of database software
from vendor packages to ‘freeware’.
Certifies best practice in effective database
software use.
Developed with input from computer users,
subject matter experts, and practising computer
professionals from all over the world. This
process ensures the relevance and range of
module content.

R2 499 per person.
Course fee includes a Candidate Registration
Number (CRN), courseware, 24 hours of
facilitation and support, diagnostic assessment,
certification exam, and lunch and refreshments.

USING
DATABASES
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The module duration is 24 hours of classroom-
based facilitation (3 days).

Understand what a database is and how it is
organised and operated. 
Create a simple database and view the database
content in various modes.
Create a table; define and modify fields and
their properties; enter and edit data in a table.
Sort and filter a table or form; create, modify
and run queries to retrieve specific information
from a database. 
Understand what a form is; create a form to
enter, modify, and delete records and data in
records.
Create routine reports and prepare outputs
ready for distribution.

On completion of this module, candidates will be
able to:

This module allows candidates to understand the
concept of a Database and to demonstrate an
ability to use a Database to produce accurate work
outputs.



Allows users to become more confident,
efficient and effective in using a database
application. 
Proves mastery of the application.
Enables users to retrieve and produce higher
quality management information.
Improves user’s productivity. 
Developed with input from computer users,
subject matter experts and practising computer
professionals from all over the world. This
process ensures the relevance and range of
module content.

R3 999 per person.
Course fee includes a Candidate Registration
Number (CRN), courseware, 40 hours of
facilitation and support, diagnostic assessment,
certification exam, and lunch and refreshments.

ADVANCED
DATABASES
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The module duration is 40 hours of classroom-
based facilitation (5 days).

Understand key concepts of database
development and usage. 
Create a relational database using advanced
table creation features and complex
relationships between tables. 
Design and use queries to create a table,
update, delete and append data.
Refine queries using wildcards, parameters and
calculations. 
Use controls and subforms to enhance forms
and improve functionality. 
Create report controls to perform calculations.
Create subreports and enhance report
presentation. 
Enhance productivity by working with macros
and use linking and importing features to
integrate data

On completion of this module, candidates will be
able to:

This module is a high-level certification programme
that enables candidates to use the many advanced
tools available in database applications to better
manage and organise structured information.
Successful completion of this module will enable
candidates to maximise database functions, in
order to manage and analyse high volumes of data,
thus enabling the production of the quantity and
quality of information that business today demands



PRE-
ASSESSMENTS
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To ensure that our learners are placed in an appropriate class, they will be required to complete a compulsory
online assessment upon enrolment.  Once the assessment has started, learners will not be allowed to pause the
test or review previously submitted answers.  Each assessment requires a pass mark of 50% in order to be
eligible for entry to the particular ICDL module.  Students must ensure that they have a robust internet
connection as these assessments are completed online.

Should a student fail a pre-assessment, our ICDL-accredited Facilitator will schedule a coaching session with you
to discuss alternative courses that are in line with your current skills level.

Learners are required to
complete a compulsory
online pre-assessment in
order to ensure proper
placement of students



DIAGNOSTIC
TESTS
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Diagnostic tests allow candidates to go through the testing environment in the same setting as the certification
test and assess a candidate’s understanding of the particular ICDL module.   The diagnostic tests are a kind of
practice or mock assessment of your skills for a specific ICDL course.   They contain similar questions to the
actual certification test and can be taken before or after learning is completed.   The diagnostic tests can be
taken as many times as you like.  

Diagnostic tests taken before a course will allow candidates to assess their knowledge on the chosen module. 
Furthermore, these tests allow both the learner and facilitator to identify any weak spots that should be focused
on while studying the particular module/course.  Learners may feel confident that they have enough knowledge
to skip straight to certification for a subject, so a diagnostic test will be able to confirm if this is the case.
 
The ICDL Foundation recommends a pass rate of 80% in the diagnostic test to ensure that the learner’s
knowledge is high enough to comfortably pass the actual ICDL certification test.  Diagnostic tests are included in
our course fees in order to ensure that our learners are well-prepared for their certification exams.

The diagnostic tests are
a kind of practice or
mock assessment of
your skills for a specific
ICDL course.



This certificate is
recognised both locally
and internationally.

CERTIFICATION
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A formal certification test must be passed for each ICDL module before a Certificate is awarded. Candidates are
tested in examination conditions supervised by an ICDL Accredited Tester. As an Accredited Test Centre, Right to
Care uses automated test systems which automatically assess the candidate’s performance on completion of
each test. Automated Tests provide immediate feedback to both the centre and the candidate. Candidates must
complete one test for each module. On successful completion of any of the ICDL certification tests, you will
receive an ICDL Certificate from the ICDL Foundation. This certificate is recognised both locally and
internationally.

The pass mark is 75% for all modules. Learners can also obtain an ICDL Profile Certificate when they passed any
mix of modules.  

Modules that are successfully completed are then listed on the learner’s ICDL Profile Certificate. The learner’s
certificate will keep growing as more modules are completed and passed. The first two certificates are free,
thereafter there is a minimal charge per print.  The certification test is included in our course fees.



CONTACT US
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Our courses take place at our Accredited Training and Testing Centre in Centurion (see
address below). Courses can also be facilitated at the client's premises and delivered as an
in-house programme.  Course content can also be tailored according to the client's needs and
preferences.

Although emphasis is placed on self-study, learners will also have the advantage of having an
experienced and ICDL-certified facilitator on hand. For more information, feel free to send an
email to ICDL@righttocare.org. See you in class!

1006 Lenchen Avenue North
2nd Floor On the Lake
Centurion
0157

Phone:  011 276 8850

Email:  ICDL@righttocare.org

Website:  www.righttocare.org




