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QUALIFICATION DETAILS
	Qualification number/Te nama o te tohu mātauranga
	4132

	English title/Taitara Ingarihi
	New Zealand Certificate in Computing (Foundation User)Digital Technologies (Level 2)

	Māori title/Taitara Māori
	

	Version number/Te putanga
	12
	Qualification type/Te momo tohu
	Certificate

	Level/Te kaupae
	2
	Credits/Ngā whiwhinga
	60

	NZSCED/Whakaraupapa
	080904 Management and Commerce>Office Administration>Text and Information Processing

	Qualification developer/Te kaihanga tohu
	Toi Mai Workforce Development Council

	Review Date /Te rā arotake 
	31/05/2025XXX



OUTCOME STATEMENT/TE TAUĀKI Ā-HUA
	Strategic Purpose statement/ Te rautaki o te tohu

	This qualification was co-developed by IT Professionals New Zealand (ITPNZ) and NZQA National Qualifications Services (NQS).
The purpose of this qualification is to provide Aotearoa New Zealand organisations and communities with graduates who have attained a range of digital technology foundation digital skills and can be employed inthat support personal and workplace productivity in a range of general entry-level roles and provide a basis for or proceed to further IT-related study.
Graduates will be capable of usingable to safely and responsibility use a range of digital toolstechnologies at an introductory level to produce create and manage content and process information, and operate with a range of relevant skills communicate and collaborative with others.  They will be able to perform a range of basic tasks independently in familiar situations, and in a supervised work environment.
This qualification will assist graduates in improving digital literacy and capability in society, in a range of personal, community and voluntary areas.



	Graduate Profile/Ngā hua o te tohu

	Graduates of this qualification will be able to:
· Use the main features, functions and settings of a range of common digital devices and applications software (word processing, spreadsheets, presentations) to create and manage data, access, organise, present and store information and contentdata relevant to a giventhe context.
· Use Internet and common digital devices and a range of relevant communication and collaboration tools application software to responsibly and ethically connect and work with others users and devices, recognising ethical responsibilities and applying conventions of online etiquette in an online environment.
· Identify howDemonstrate knowledge of the types and purpose of common computing particular digital tools, including hardware, operating systems, applications and networks,, software and terminology to choose the appropriate tool for a contribute to given tasks and outcomes.
· Recognise Applybasic security risks and compliance requirements safe practices when using digital devices and applications,software and implement and maintain basic digital safety and security to address basic security risks and compliance requirements in personala home, and work, or study contexts.
· Investigate and useApply problem solving techniques and critical thinking to make informed decisions onabout digital solutions, and to trouble-shoot and fix simple or routine hardware, software and connectivity problems.
· Apply basic communication, collaboration and self-management skills to enhance own learning in a digital contexts.



	Education Pathway/ Ngā huarahi mātauranga

	This qualification provides an education pathway from:
 - National Certificate of Educational Achievement (Level 1) [Ref: 0928]
 - National Certificate of Educational Achievement (Level 2) [Ref: 0973] and vocational pathways
 - New Zealand Certificate in Foundation Skills (Level 1) [Ref: 2861]
This qualification provides a pathway into a range of higher-level qualifications.  Graduates may progress to further study in a variety of areas at Level 3 or above, such as the: 
 - New Zealand Certificate in Computing (Intermediate User)Digital Technologies (Level 3) [Ref: 2592]
 - New Zealand Certificate in Business (Administration and Technology) (Level 3) [Ref: 2452]
 - New Zealand Certificate in Information Technology Essentials (Level 4) [Ref: 2594].
Further education pathways include higher level computing-related qualifications and industry certifications.



	Employment, Cultural, Community Pathway/ Ko ngā huarahi ā-mahi, ā-ahurea, ā-whānau, ā-hapū, ā-iwi, ā-hapori anō hoki	

	This qualification may assist graduates to obtainin entry-level positions in a range of industries that require people with digital capability and confidence in the use of a range of digital tools.



QUALIFICATION SPECIFICATIONS/ NGĀ TAUWHĀITITANGA O TE TOHU
	Qualification Award/ Te whakawhiwhinga o te tohu
	This qualification may be awarded by any education organisation with an approved programme of study or industry trainingor accreditation to deliver an approved programme leading to this qualification.

	Evidence requirements for assuring consistency/ Ngā taunaki hei whakaū i te tauritenga 
	Evidence requirements should include:
· an overview of the mapping of the programme learning outcomes and assessments to determine that the graduate profile outcomes of the qualification will be met;
· effective internal and external moderation systems and processes, including analysis of results relating to determine whether the graduate outcomes of the qualification were met;
· analysis of graduate destination data and actions taken or proposed from results and feedback.  This includes consultation with graduates, employers, stakeholders and next tutors to obtain destination information and end-user feedback specifically assessing whether the graduates have met against the graduate profile outcomes of the qualification. (e.g. employment, progression, further study);
· evidence of any benchmarking activities.

	Minimum standard of achievement and standards for grade endorsements/ Te pae o raro e tutuki ai, ngā paerewa hoki hei whakaatu i te taumata o te whakatutukinga
	Achieved.


	Other requirements for the qualification (including regulatory body or legislative requirements)/ Kō ētahi atu here o te tohu (tae atu hoki ki ngā here ā-hinonga whakamarumaru, ki ngā here ā-ture rānei)
	None.


	General conditions for programme/ Ngā tikanga whānui o te hōtaka 
	Diversity and inclusion 
Programme design must:
· honour ngā kaupapa o te Tiriti o Waitangi (the principles of the Treaty of Waitangi);
· embed approaches to learning/assessment which reflect te ao Māori perspectives of Pacific communities, and cultural and educational needs of individual ākonga/learners;
· encourage greater diversity and inclusion within the professional IT workforce in Aotearoa;
· support/promote learning that exposes ākonga/learners to a range of cultural values and perspectives that include diverse world views.
Codes of practice
The ITP Code of Ethics (https://itp.nz/codeofethics) and ITP Professional Practice Guidelines (https://itp.nz/practice-guidelines) including the ITP Code of Practice and ITP Professional Knowledge Curriculum, outline the expected standards of behaviour and provide practice guidelines for IT professionals in New Zealand.
Legislation
Relevant legislation is available at https://legislation.govt.nz and includes:
· Copyright Act 1994
· Copyright (New Technologies) Amendment Act 2008
· Electronic Transactions Act 2002
· Harmful Digital Communications Act 2015
· Health and Safety at Work Act 2015
· Privacy Act 2020
· Unsolicited Electronic Messages Act 2007
Practical requirement 
Learning in programmes leading to this qualification must take place in a realistic practical setting which incorporates industry standard technologies.Programme design
Programmes must cover a range of introductory digital technology concepts intended to produce graduates with skills at beginner/intermediate level who gain confidence and are able to work as responsible digital citizens.  This may involve the operation of personal computers and other digital devices, including online activity and the basics of productivity software (such as word processing, spreadsheets and presentation applications).   
Programmes must reflect quality industry practice and maintain currency with amendments to, and replacements of, relevant legislation, regulations, Australia/New Zealand standards (AS/NZS), and security responsibilities including cyber safety.  
Diversity and inclusion  
Programme design must consider bicultural, multicultural, gender, and accessibility perspectives. Programme design must also consider ngā kaupapa o te Tiriti o Waitangi (the principles of the Treaty of Waitangi). 
Professional practice  
Professional practice must be an integral part of the programme and delivery. Professional practice includes the core 'soft skills' of communication, collaboration, interpersonal skills, self-management, problem solving, reflection and ethical principles and practices.   
It also includes an awareness of legal and regulatory requirements (e.g. health and safety, copyright, intellectual property, spamming, software licensing, privacy); and observing security responsibilities and industry best practice relevant to an organisational environment. 
Practical experience 
Practical experience is essential, and it is recommended that learners complete at least half of their programme in real or realistic practical settings, such as workplaces, labs or other simulated environments, or table-top walk through exercises.



CONDITIONS RELATING TO THE GRADUATE PROFILE /NGĀ TIKANGA E HĀNGAI ANA KI NGA HUA O TE TOHU
	Qualification outcomes/ 
Ngā hua
	Credits/
Ngā whiwhinga
	Conditions/
Ngā tikanga

	1
	Use the main features, functions and settings of a range of common digital devices and software (word processing, spreadsheets, presentations)applications to create and manage data, access, organise, present and store information and contentdata relevant to a giventhe context.
	25 credits
	

	2
	Use Internet and common digital devices and a range of relevant communication and collaboration tools application software to responsibly and ethically connect and work with others users and devices, recognising ethical responsibilities and applying conventions of online etiquette in an online environment.
	10 credits
	

	3
	Identify howDemonstrate knowledge of the types and purpose of common computing particular digital tools, including hardware, operating systems, applications and networks,, software and terminology to choose the appropriate tool for contribute to a given tasks and outcomes.
	5 credits
	

	4
	Recognise Apply basic security risks and compliance requirementssafe practices when using digital devices and applications,software and implement and maintain basic digital safety and security to address basic security risks and compliance requirements in personal and a home, work, or study contexts.
	5 credits
	

	5
	Investigate and useApply problem solving techniques and critical thinking to make informed decisions onabout digital solutions, and to trouble-shoot and fix simple or routine hardware, software and connectivity problems.
	7 credits
	

	6
	Apply basic communication, collaboration and self-management skills to enhance own learning in a digital contexts.
	8 credits
	



TRANSITION INFORMATION/ HE KŌRERO WHAKAWHITI
	Replacement information/ 
He kōrero mō te whakakapi  
	This qualification replaced the: 
· New Zealand Certificate in Computing (User Fundamentals) (Level 2) (40 credits) [Ref: 2591].  

	Additional transition information/ Kō ētahi atu kōrero mō te whakakapi
	Version Information
This qualification was reviewed in XXX 2025. Please refer to Qualifications and Assessment Standards Approvals for further information.
The last date of assessment for programmes leading to version 1 of this qualification is 31 December 2027.
People currently enrolled in programmes leading to version 1 of this qualification may either complete that before 31 December 2027 or transfer to version 2.
It is anticipated that no existing candidates will be disadvantaged by these transition arrangements. However, anyone who feels that they have been disadvantaged may appeal to Toi Mai Workforce Development Council at the address below. Appeals will be considered on a case-by-case basis.
Toi Mai Workforce Development Council.
PO Box 445
Wellington 6140
Phone: 04 909 0316
Email: qualifications@toimai.nz
Website: www.toimai.nz
The last date for entry into programmes leading to the replaced qualifications is 30 June 2023. 
The last date for assessment of the replaced qualification is 31 December 2023.  
Please refer to Qualifications and Assessment Standards Approvals for further information.   
People currently enrolled in programmes leading to the replaced qualification may either complete the requirements by 31 December 2023 or transfer to the replacement qualification. 
It is anticipated that no existing learners will be disadvantaged by these transition arrangements.  However, anyone who feels that they have been disadvantaged may appeal to the qualification developers - IT Professionals NZ (info@itp.nz) or NZQA National Qualifications Services (nqs@nzqa.govt.nz).
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