
This month Education and Training Manager, Ken 
Richardson, highlights the Spr ing range of B I G G A 
Training Courses and launches Key Skills Corner 

Education and Training update 
The spring range of BIGGA Training 

Courses is underway with several 
courses already completed. I am writ-
ing this article in my hotel room after 
the first day of a Basic Computer 
Skills Course being held at John 0 ' 
Gaunt Golf Club (yes we do work 
overtime), which will be followed by 
similar courses at Berkhampstead and 
in Aberdeen. We are also running 
courses on Health and Safety, Chain 
Saw Operating Skills, Abrasive 
Wheels Safe Use, Budgets and 
Finance, Essential Management 
Skills, Further Management Skills 
and Communication Skills. All cours-
es are offered at a, minimal, cost of 
£30 for one day of training and £60 
for two days thanks to contributors 
to the BIGGA Education and 
Development Fund. If the course that 
you want is not being presented in 
your Region or Section then ask your 
Section Secretary to contact either 
Sami or myself with your ideas. We 
can run courses with a maximum of 
4 delegates for Chainsaw Operator 

and a minimum of 6 delegates for all 
other courses. 

One of the favorite subjects on the 
Basic Computer Skills courses is how 
to use the spell and grammar check-
ers in word processing and the lack of 
such help on e-mail, Internet and bul-
letin boards. 

If you want to ensure that your e-
mail message is spelt correctly and 
written grammatically, then use your 
word processor package to help. 

For example, in Microsoft Word, 
Open a blank document and com-
pose your e-mail. When you have 
completed your e-mail, carry out a 
spelling and a grammar check. Select 
the complete text and use Cut to 
remove text to paste board. Open e-
mail and paste document into New 
mail. 

Alternatively, just write 'please see 
attachment' in e-mail and Attach file 
containing text. 

The Cut and Paste procedure can 
be used in the BIGGA member's bul-
letin Board. 

Key Skills Corner 
A major part of NVQs, especially for 

under 25-year-olds, are Key Skills in: 
Information Technology (IT); 
Numeracy (Counting) and Literacy 
(Reading and Writing). Therefore, I 
thought that it would be useful to high-
light some of the rules to be used in 
written English. 

Capital Letters 
Use capital letters at the beginning 

of a sentence, eg. The cat sat on the 
mat. In abbreviations, eg. BIGGA. As 
the first letter in 'Proper Nouns' eg. 
York, Richardson, Ken, the word I, 
countries eg England and days and 
months eg March, Monday 

Here is a test for you to try. 
Answer next month. 

welcome to Bigga house, today is 
tuesday, the 3rd of march, the next pub-
lic Holiday, in england, will be easter. 

Hint . U s i n g M i c r o s o f t W o r d w i t h 

A u t o C o r r e c t se lec ted t h r o u g h t h e Tools 

m e n u can he lp w i t h cap i ta l le t te rs . 

YOU'VE GOT 

MAIL! 
I f y o u ' v e g o t a n e m a i l a c c o u n t w h y n o t s e n d a n e m a i l t o t h e e d u c a t i o n d e p a r t m e n t , 

w h e r e w e c a n p l a c e y o u i n t o o u r e x c l u s i v e e d u c a t i o n e m a i l a d d r e s s b o o k . W e c a n 

t h e n k e e p y o u u p - t o - d a t e w i t h e d u c a t i o n n e w s a n d e v e n t s a s t h e y h a p p e n . 

S e n d a n e m a i l to e i t h e r : 
e d u c a t i o n @ b i g g a . c o . u k k e n @ b i g g a . c o . u k s a m i @ b i g g a . c o . u k 

OnCourse The powerful organiser 
keeping your golf 
course green! 

Golf Club members and owners 
are continually demanding bet-
ter quality playing conditions, 
which brings the roll of Golf 
Course Managers into sharp 
focus. Not only are they expect-
ed to keep the course in 
excellent condition they also 

have to be skilled administrators and personnel managers. 
Additionally, Golf Club Managers need detailed and well-struc-
tured reports on golf course operations, which can be a time 
consuming task. OnCourse™ has been developed to make all 
of these things easier. 

OnCourse 

Staff records 
Time sheets 

Diaries 

Machinery logs 

Stock controller 

Supplier database 

Course data 

Maintenance logs 

Report analysis 

Accounting logs 

F o r m o r e d e t a i l e d i n f o r m a t i o n a n d a f r e e d e m o n s t r a t i o n C D , p l e a s e c o n t a c t 

01347 833800 ken@bigga.co.uk 

Epani is a continually expanding company specialising in Information Technology for the game of Golf. Bringing satisfaction and enjoyment to golfers around l 
system aimed towards golf associations, golf districts, golf clubs and even the individual golfer. We want to utilise our sys 

le world is our highest priority. In doing so, we offer a complete national iï 
it-effective management in boosting the world of golf in the 21st century. Epani 

Greenkeeper 
Education and 
Development 

Fund BIGGA 
G O L D E N KEY 

and SILVER KEY 
CIRCLES 

The Fund provides the key to the future 
for greenkeeper, golf club and game. 
Individuals and companies can join the 
Golden Key Circle and Silver Key Circle. 
For details, please contact Neil Thomas, 
Executive Director on 01347 833800 or 
via admin@bigga.co.uk 
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TEXTRON 
TURF CARE PRODUCTS 
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m m TurfTrax 
Golden Key Company Members 

Company Tel: Head Office 

Bernhard and Company Ltd 01788 811600 

Gem Professional 01254 356611 

John Deere Ltd 01949 860491 

Hayter Ltd 01279 723444 

Massey Ferguson (AGCO Ltd) 02476 851292 

PGA European Tour 01344 842881 

Rigby Taylor Ltd 01204 377777 

Scotts UK Professional 01473 830492 

Stoke Park Club 01753 717171 

Textron Turf Care 01473 270000 

The Toro Company/Lely UK 01202 319987 

TurfTrax Group Ltd 01722 434000 

Golden Key Individual Members 
Mike Eastwood, J H Fry, J H Greasley, W J Rogers, 

David S Robinson, Stuart Townsend, Douglas Smith, 

Andrew Cornes 

[ Silver Key Supporters 
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R a i n ^ B i r d syngenta 

Silver Key Company Members 

Company Tel: Head Office 

Ernest Doe & Sons 01254 380311 

General Legal Protection Ltd 01904 611600 

Heath Lambert Group 0113 246 1313 

Ocmis Irrigation 01460 241939 

RainBird 01273 891326 

Syngenta Professional Products 0041 613 233 028 

Silver Key Individual Members 
Clive A Archer, John Crawford, Bruce Cruickshank, 

Douglas G Duguid, Alan Holmes, Kenneth Jones, 

lain A MacLeod, Robert Maibusch MG, Richard S 

Mullen, Elliott R Small, Steven Tierney, CJ Yeaman 
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