
This course programme includes both ILM and BIFM Qualifications plus 
a range of other professional body accreditations

Upskilling Facilities Management
Your Career, Our Courses – CPD Training, 
Qualifications, Online Learning and  
Learning & Development Consultancy

2018 dates



		Credibility and recognition for the 
individual and the organisation

		Creating career opportunities which 
support business growth, job satisfaction 
and staff retention 

		Developing the skills to align FM  
with business goals and put it on the 
strategic agenda

*  Continuing Professional Development 
Most professional bodies leave this to the learner to self 
reflect upon and they recognise a range of activities as 
contributing to your personal CPD from reading articles, 
attending events, formal training etc and it is typically 
down to the learner to make a log of their activity and 
how it has supported their professional development. 
Quadrilect will ensure we keep a record of all learning 
undertaken with us and you will receive a Quadrilect 
certificate of attendance for your records.

Why training should be at the 
heart of every business

Our learning and development services have 
grown significantly over the past four decades 
reflecting the changing shape and role of the 
Facilities Manager, as working practices and 
business models evolve with new technologies 
and approaches to markets. 

Continuing Professional  
Development Training*

Vocational training for practising FMs

FM Qualifications
Formally assessed learning which is nationally 
recognised

Online learning
Flexible and accessible knowledge for FMs

Executive Programme
Senior level content to help shape FM strategy 
and business policies

Our Services

twitter.com/quadrilect

facebook.com/quadrilect

info@quadrilect.co.uk

linkedin.com/company/quadrilect

2 Burgon St, London EC4V 5DR

www.quadrilect.com

020 7248 5942

020 7489 7628

  
Our mission is to help facilities professionals 
and organisations deliver and develop 
optimum work environments to support core 
business through upskilling the FM Teams 
both at managerial and technical levels.

Rachel Hiscox, Managing Director, Quadrilect Ltd 
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You will receive CPD certificate for all programmes. A number 
of the courses, can be used to attain formal qualification*, or 
ILM Development Certificates*. If you require more information 
on any of these courses regarding learning outcomes, total 
qualification time [where applicable], accreditation options 
please call on 020 7248 5942

*Please note for qualifications and ILM Development Certification 
additional fees will apply

Accredited programmes and courses that can lead to formal qualifications, 
including BIFM qualification units, are indicated with this icon 
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FM CAREER 
PATHWAY

Understanding FM 
(Foundation) 3 

D
AY

S

01
An introduction to the FM profession
Our popular flagship course, is suitable for newly appointed 
staff and those with less than two to three years’ operational 
experience looking to broaden their range of responsibilities 
and skills.

	 What is FM? Definitions & descriptions
	 Property management
	 Customer-centric FM
	 Maintenance management
	  Sustainability and management of energy  
to minimise costs
	  The role that FM plays in corporate success
	 An introduction to buildings & services
	 Space planning & relocation management
	 Commissioning & managing contract services
	 Measuring & valuing the FM service
	 Health & safety in the workplace

This course provides tuition for BIFM & ILM 
Level 3 qualifications in FM. Additional fees 
apply.

All qualification candidates will be required to attend a qualification 
induction session on this course

The Professional FM –  
Operational Management 
(Intermediate Module) 3 

D
AY

S

02
Stepping up to a senior management role in FM
Recommended for FMs with more than two years’ operational 
experience this course aims to develop managerial abilities for 
those on the path to a more senior FM position. Explores the 
scope, extent and diversity of the FM function, and examines 
techniques that will add value to the FM operation and align it 
to organisational objectives.

	 Understanding FM service in its market sector
	  Developing FM service within its business context
	 Designing operational FM structures
	 FM support service operations
	 Health, safety & service delivery
	 Financial management & budgeting
	 Property occupancy & operating costs
	 Planning & managing a relocation project
	 Buildings aspects of workplace productivity
	 Energy, environment & sustainability
	 Business continuity planning

This course provides tuition for BIFM Level 4 
qualifications in FM. Additional fees apply

All qualification candidates will be required to attend a qualification 
induction session on this course

The Professional FM –  
Business & People 
(Intermediate Module) 3 

D
AY

S

03
Building commercial awareness & relationships
This course is designed to enhance managerial skills and 
knowledge with a particular focus on commercial awareness 
and aligning the FM function with organisational goals & risks. 
It also explains how to build successful relationships with 
clients, suppliers and specialists, and is intended for FMs with a 
minimum of two years’ managerial experience in the field.

	  Understanding business strategy  
& the FM function
	  FM strategy: drivers, measures  
& objectives
	 Organisational risk: profile & impact
	 Key issues of commercial awareness
	 How to achieve high performing facilities
	 The FM procurement & supply chain process
	 Making suppliers want to work for you
	 Customer relationship management in FM
	 Meeting customer expectations within budget
	 Optimising & developing staff and skills
	 Personal effectiveness and communication skills

This course provides tuition for BIFM Level 4 & 5 
qualifications in FM. Additional fees apply.

The FM Business School
(Advanced) 3 

D
AY

S

04
A strategic perspective on FM
A case study driven course aimed at FMs with over 3 years’ 
managerial experience. It will give you a strategic understanding 
of FM, enabling you to communicate more effectively with 
senior management. Demonstrate the relationship between 
your FM operations and changing corporate objectives so that 
the vital role of a professional FM service is given recognition as 
a key contributor to business success.

	 A strategic vision of FM
	 The future workplace
	 Property strategies
	  Contracting, PFI & property –  
latest developments
	 Corporate Responsibility
	 Managing people through change
	  Preparing and presenting a business case  
for FM at board level

This course provides tuition for BIFM Level 5 & 6 
qualifications in FM. Additional fees apply.

All qualification candidates will be required to attend a qualification 
induction session on this course

	
	

FM on the Strategic Agenda

A series of challenging executive briefings for 
facilities professionals working at or aspiring to 
senior positions involving strategy and direction.

WORKSHOPS  
& EXERCISES

WORKSHOPS  
& EXERCISES

WORKSHOPS  
& EXERCISES

TEAMWORK  
& CASE STUDIES

Introducing and Leading Change 
16-17 October 2018 
- Review organisational change and plan a strategy  
- Lead the change process and achieve the vision
- Sell the vision in terms of what the change aims to  
 achieve in the context of FM
- Understand workforce planning and how to take  
 difficult decisions in relation to performance
- Support people through the process and create a  
 learning environment for the workforce
- Understand the issues and benefits of having a diverse  
 workforce 

Future Trends and Innovation 
21 May 2018 
- Understand the importance of embedding FM  
 innovation 
- Critically review the strategic & operational aspects of  
 service innovation 
- Use a business case framework to develop a service  
 model to add value to your organisation
- Critically review the latest innovations, tools and  
 techniques for use in FM 
- Select and experiment with one new development,  
 tool or technique and analyse the success or failure of  
 the experiment
 
Property Management & Maintenance Strategy
11-12 December 2018 
- Develop and manage a property management  
 strategy
- Communicate the strategy to stakeholders and  
 implement it within your own organisation
- Develop and manage a property portfolio
- Provide a strategic understanding of building fabric,  
 services and maintenance
- Control and monitor premises, fabric and building  
 services maintenance plans and programmes
- Review the strategy for use in space management and  
 its effectiveness

The Executive Programme combined with The 
FM Business School, provides tuition for BIFM 
Level 6 Qualifications in FM.  
Fees [ex VAT]: 1 day Mbr £450 Non Mbr £499
Fees [ex VAT]: 2 day Mbr £700 Non Mbr £835

  
DAY 1 - Thoroughly 
enjoyed the first day, 
I was anxious before I 
arrived but everyone 
was incredibly 
welcoming and I soon 
found myself enjoying 
the course. The pace 
was great and the 
content was exactly 
what I was looking for. 

DAY 2 - Another 
brilliantly engaging day 
and I learnt a lot even in 
areas that I already cover 
at work. 

DAY 3 - A third day of 
brilliant content, brilliant 
speakers and brilliant 
engagement. I cannot 
recommend this course 
enough for others 
starting out in FM. I only 
wish I had taken part 
sooner as I feel I would 
have progressed much 
more quickly! 

Facilities Assistant, 
One Family

Understanding FM
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LEADERSHIP 
& MANAGEMENT 
OF PEOPLE

Management Development 
(ILM Level 3 Qualification) 5 

D
AY

S

05
Managerial development for practising  
or potential first line managers
An introduction to the skills, knowledge and understanding 
required by today’s first line managers. The programme 
will strike the right balance between planning, organising, 
motivating and controlling, helping pressured FMs to manage 
with success and confidence. It is a highly participative and 
engaging course which offers the opportunity to reflect as well 
as practise new techniques in a safe environment.

	  Team development and  
working relationships
	 Team and personality types
	 Networking ideas & activities for FMs
	  Solving problems & decision making  
with creativity
	 Assessing performance & giving feedback
	 Organising, delegating & empowering others
	 Negotiation, influencing & conflict management skills
	 Communication: understanding the process & practice

This course is accredited by the ILM. The ILM Level 3 Award in 
Leadership and Management can be attained upon successful 
completion of structured answer questions and one  
work-based assignment

Team Leading
(ILM Level 2 Qualification) 3 

D
AY

S

06
Getting the best out of your FM team
This qualification is designed to give aspiring and practicing 
team leaders a solid foundation in their development as leader. 
With top down and bottom up pressures it is difficult to migrate 
into a team leader’s role without some professional training 
support. This course gives you a range of tools & insights to self 
manage and successfully lead others.

	 Exploring the supervisory role and responsibilities
	 How to establish and position yourself as a team leader
	 Planning your personal and professional development
	 Setting personal objectives and team goals
	 Giving and seeking feedback
	 Controlling people, processes and productivity
	 Effective time management
	 How to manage difficult conversations
	 Understanding stress, its effects and ways of managing it
	 Communicating effectively with your team
	 Planning and delivering team briefings
	 Reporting briefing outcomes

This course is accredited by the ILM. The ILM Level 2 Award 
in Leadership and Team Skills and can be attained upon 
successful completion of structured answer questions and one  
work-based assignment

Customer Focused FM

1 
D

AY07

Personal Effectiveness Skills

1 
D

AY08

Delivering a friendly, professional and consistent  
customer service
The FM’s role is to deliver service excellence and a working 
environment that bolsters productivity whilst meeting both 
budgetary and legal requirements and responding to changing 
business imperatives. Learn how a customer- centric FM service 
can be achieved with a ‘one team’ approach that includes 
suppliers and in-house staff, and how measuring and publishing 
your results will demonstrate the value of modern FM to 
customers at every level.

	 Defining today’s service culture
	 How to deliver a customer-centric culture
	 Alignment of service to business requirement
	  Defining what excellent customer service means to your 
organisation
	 Measuring service excellence
	 Service level agreements & key performance indicators
	 Customer experience, relationships & perception
	 Managing change & costs whilst retaining customer loyalty

This course provides tuition for BIFM Level 4 
qualification unit FM4.15. Additional fees apply.

Working smarter and taking control
It’s easy to understand why many FMs can sometimes feel 
under attack as they are faced with ever-increasing demands for 
efficiency and productivity whilst having to deal with swollen 
workloads and shrinking budgets. Take control and improve 
productivity; this course demonstrates effective techniques to 
help you to work smarter, not harder.

	  Critical elements of personal productivity  
– how do we get the most out of our  
productive selves?
	  Work, life & health – the key  
balancing act
	  Getting organised – task prioritisation  
& keeping on top of the workload
	  Tools & techniques – a range of ideas to try out  
and customise
	  Delegation and developing others
	  Managing the impact of others whilst maintaining good 
customer service image

TEAMWORK  
& CASE STUDIES

WORKSHOPS  
& EXERCISES

Challenging Executive Briefings
FM Governance & Risk 28 February 2018 
- Understand the full scale of the risks  
- Define Corporate Governance and Social  
 responsibility in the context of FM
- Review the effectiveness of your existing property and  
 facility management governance
- Develop property and facility management  
 governance risk management strategies
- Manage or transfer risks to those best positioned to  
 minimise and take them 
- Develop a robust disaster recovery and BCP
 
Quality Management & Customer Service 
3 July 2018 
- Evaluate the effectiveness of quality systems and  
 approaches
- Develop and implement strategies for improving  
 customer service and relationships
- Appropriate standards and accreditation
- Implement good practice in customer service
- Identify and satisfy stakeholders and manage long  
 term relationships
- Review customer retention and acquisition strategies
 
Strategic Financial Management 13 June 2018 
- Understand the options available for funding FM and  
 make recommendations for your organisation
- Interpret legal obligations and requirements with  
 respect to financial accountability
- Develop and review FM budgets in consultation with  
 relevant others 
- Evaluate and make recommendations with respect to  
 the financial performance of the FM function
- Evaluate the use of life cycle costing in decision  
 making processes
 
Strategic Procurement in FM 
12-13 September 2018 
- Review and develop strategies for the delivery of  
 support services
- Identify opportunities for new or alternative support  
 services
- Evaluate the processes to ensure compliance with  
 legislative requirements
- Set objectives and criteria for procurement and 
 evaluate the effectiveness of the strategy
- Select the most effective procurement methods and  
 appropriate procedures in achieving results and  
 measuring performance

To enquire or register 
email info@quadrilect.co.uk
www.quadrilect.com
Tel: 020 7248 5942
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REGULATORY 
UPDATES & 
FM COMPLIANCE

PROPERTY 
& PREMISES 
MANAGEMENT

Overview of FM Compliance  
& Standards 2 

D
AY

S

09 The Essentials of Property 
Management 2 

D
AY

S

10 Building Surveying and 
Maintenance 1 

D
AY12

Understanding & Managing 
Building Services 2 

D
AY

S

11 BIM - Operational Readiness

1 
D

AY13

Key legislation areas for any operational FM
Regardless of the size of the building or the FM team, 
understanding and complying with legislation and standards 
is an essential requirement for FMs. Facilities Managers don’t 
just need to understand what they have to do to keep their 
buildings safe, but also the required frequency of maintenance, 
inspection and record keeping. This practical two day 
course provides FMs with an introduction of key compliance 
management requirements and the knowledge to develop their 
own compliance checklist.

Our trainer reviews the legislation and management impact, 
areas will include:

	 Fire
	 Asbestos
	 Lifting Equipment
	 COSHH
	 Electricity Management
	 Water Management
	 Air Conditioning
	 Pressure Vessels

Working with property professionals
This course will give FMs the confidence, understanding and 
tools to manage a team of property professionals including 
lawyers, agents and surveyors so that they are both effective 
and aligned with organisational needs when acquiring, 
managing and disposing of property. It explains lease clauses, 
licences and agreements, how to get the best from your agents, 
tackling property audits, instructing professional advisers, 
reducing costs, avoiding false economies and expensive pitfalls.

	  The principles of good property 
management: the property audit, records, 
responsibilities, resourcing, insurance, 
when to seek professional help
	  Selecting & acquiring a building: lease or 
buy, the acquisition brief, rent-free periods, 
service charge caps, avoiding typical mistakes
	  The office lease: typical clauses, licences & agreements for 
lease, rent reviews, alterations, break clauses
	  Leaving the property: sale, surrender, sublet, dilapidations, 
schedules of condition

This course combined with course 2, The Professional 
FM, provides tuition for BIFM Level 4 qualification  
unit FM4.16. Additional fees apply.

Managing building maintenance with confidence
This course will help you manage your maintenance 
responsibilities more effectively and avoid unnecessary cost, 
damage or down time. Our highly experienced trainer will help 
you anticipate problems and plan preventative maintenance 
both inside and outside buildings, including lease commitments, 
instructing surveyors and interpreting reports.

	 Signs & cost of poor design & neglect
	 Life cycle costing & predicting running costs
	 Building certification & the Part L Regulations
	 The Equality Act, asbestos, fire and H&S issues
	 Lease commitments, service charges, dilapidations
	 Fabric maintenance; external structure & cladding
	 Surveying building services installations
	 Environmental issues
	 Implementing fabric maintenance works
	 Structural audits & condition surveys
	 Obsolescence and depreciation
	 Planned & preventative maintenance

This course combined with Understanding & 
Managing Building Services provides tuition for  
BIFM Level 4 qualification unit FM4.17. Additional 
fees apply.

Making sure your building functions effectively
This course will provide you with a good introduction to and 
explanation of heating, ventilation, cooling, lighting, utilities, 
energy management, lifts and associated services. Learn how 
they work, how to cost effectively manage them and how to 
work confidently and successfully with contractors and technical 
support staff.

	 The fundamentals of building services
	 Monitoring operating costs & environmental impacts
	  Maintenance specification, contractor selection & contract 
management
	 Good energy purchasing & management
	 Handling building emergencies
	 Carbon management & environmental performance
	 Building management systems (BMS)
	 The four minute audit
	 Handling customer complaints

This course combined with Building Surveying  
& Maintenance, provides tuition for BIFM Level 4 
qualification unit FM4.17. Additional fees apply

Improving efficiencies in FM service and reducing 
lifetime running costs
BIM is a technology and way of working to allow greater 
collaboration across the life cycle of an asset and supports the 
FM phase. Most organisations need to follow the Government’s 
lead to mandate BIM on all future projects, so it’s essential that 
FMs understand BIM. The course covers Soft Landings which 
helps new and refurbished buildings achieve high performance.

	  Awareness of BIM, Soft Landings and how it impacts 
traditional working practices
	 The importance and benefits of BIM and Soft Landings
	 Common BIM and Soft Landings terminology
	  How BIM can be used as a communication and 
collaboration tool
	 Examples of successful usage
	 Challenges with the BIM and Soft Landings process
	 Planned & preventative maintenance

  

The course content 
was interesting 
and relevant. The 
fact that you do 
not have to be 
an engineer to 
manage facilities 
was confirmed and 
the presenter and 
group gelled well to 
discuss queries and 
issues experienced 
that explained the 
course content.

Team Leader,  
Grant Thornton

The Essentials of  
Property Management

TEAMWORK  
& CASE STUDIES
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COMMERCIAL 
AND FINANCIAL 
MANAGEMENT

SPACE & 
RELOCATION 
MANAGEMENT

Cutting Costs but  
Maintaining Services 1 

D
AY14

Financial Management 1 –  
The Essentials 1 

D
AY15

Financial Management 2 –  
Getting Results 1 

D
AY16

Effective Space Planning

2 
D

AY
S

17

Managing Relocation,  
Fit-Out & Move 2 

D
AY

S

18

Agile Working and Modern 
Workplaces 2 

D
AY

S

19

Reducing costs but not standards
In today’s uncertain economy, the most effective organisations 
are those that can identify, control and reduce their costs and 
FMs must be able to adapt their service to rapidly changing 
pressures and needs. This course will show you how to square 
the circle of reducing costs whilst maintaining or increasing 
service, and still keep customers happy.

	  Contracts: how to get the best results
	  Cleaning: reviewing specifications to work smarter
	  Catering: reducing waste, minimising subsidies
	  Security: using technology to drive down costs
	  Fine tuning maintenance of your building systems
	  Building fabric: spotting defects before they become costly
	  Energy: ideas to reduce electricity & gas costs

Building on your financial knowledge
Intended for FMs who already have a grasp of the basics, this 
course provides a refresher on the key accounting principles 
before exploring the practical application of financial skills.  
Do you have to understand and compare company accounts? 
Do you need to understand how cash flow can go down, even as 
a business expands? Are your departmental overheads too high? 

	  More financial terminology explained
	  Role of the auditor
	  Discounted cash flow methods
	  Capital budgeting, investment  
appraisal and ethical accounting
	  Budget templates in excel format  
provided for course exercises & office use
	  Determining financial performance with key ratios
	  Analysing management accounts & problem solving
	  Analysing the ways overheads can be allocated
	  Budgeting, capital management & adding value
	  Presenting a financial case to senior management

This course provides tuition for BIFM Level 5 
qualification unit FM5.05. Additional fees apply.

Setting up the project and seeing it through to  
a successful conclusion
This course will provide you with the knowledge and techniques 
to project manage relocations including fit-outs and moves 
whilst meeting deadlines and budgets as well as satisfying  
end-users. Through our interactive workshop approach, 
delegates are introduced to the techniques used in relocation 
project management and then gain confidence by using them. 
The course has been designed so that non-FM members of the 
organisation who may be involved in the relocation process will 
also benefit from attending.

	 Defining the project scope & objectives
	 Developing the project plan
	 Mobilising internal teams
	 Sourcing professional expertise
	 Programme and budget control
	 Planning and designing space
	 Sourcing and leasing space
	 Checking suitability of the new building
	 Communicating with staff
	 Preparing, organising and managing the move
	 Post-move issues

Finding your feet in finance
This one day course is aimed at FMs with little or no financial 
background and introduces the key principles of finance, 
accounting and budgets. No matter what your career aspirations, 
an understanding of financial management and accounting will 
play an important role in your work as your career advances –  
be it for a job application, monitoring of suppliers/customers, or 
writing budgets. So spend the day with us and we’ll show you 
that you don’t need to be intimidated by numbers.

	  Financial terminology explained – don’t let 
people intimidate or bluff you!
	  Preparing and reading accounts
	 Financial proposals
	  Accounts, balance sheets & cash flow 
statements
	  Preparing & managing cash budgets
	  Checking the accounts of customers & suppliers
	  VAT & tax implications on FM activities
	  Budget templates in excel format provided for course 
exercises & office use

This course provides tuition for BIFM Level 3 
qualification unit FM3.07 and BIFM Level 4 
qualification unit FM4.07. Additional fees apply

Getting the layout right
From full scale office relocations to the smallest workplace 
rearrangements, the utilisation of space determines occupancy 
costs, staff morale and productivity. With detailed guidance, 
case studies and exercises on space planning practice, this 
course guides you through the whole process from establishing 
needs to creating effective work environments, accommodating 
subsequent changes, and planning for the future.

	  Planning strategies and workplace layouts
	  Planning for agile ways of working
	  Space standards and ‘churn’
	  Open, enclosed workplaces, partitions,  
ceilings, lighting and flooring
	  How to gather and analyse workplace data
	  How to interpret business needs for the  
use of space
	  How to calculate floor areas and circulation space
	  The use of ‘stacking’ diagrams and ‘blocking’ plans
	  The importance of understanding corporate culture issue
	  The process of managing changes to work environments

This course provides tuition for BIFM Level 4 
qualification unit FM4.18 and BIFM Level 5 
qualification unit FM5.18. Additional fees apply

Achieving the highest workplace performance through 
flexible ways of working
Good space management is about delivering value for your 
organisation, and agile working is a breakthrough means of 
balancing cost and benefit. This course provides a clear route 
map to achieving challenging reductions in space costs whilst 
sustaining organisational integrity and culture. For some 
organisations, improving workplace performance has become 
business critical - but to deliver challenging targets it is essential 
to understand both space and the people and operations that 
occupy it. Over two days we will cover:

	  Opportunities for change
	  Establishing the way your people work
	 Vision, objectives & performance  

 measures
	  Reviews of what other organisations have 
done
	  Involving top management & key colleagues
	  Scenario modelling to evaluate options
	  Employee wellbeing considerations
	  Developing your toolkit
	  Establishing a workplace change programme
	 Sustaining innovation

  

I loved the space 
planning and budgeting 
sections, I have never 
had to deal with these 
areas before so found  
it all very interesting.  
We were given 
floorplans and had to 
work in teams to put 
our ideas to paper 
which I Ioved!! Working 
in small groups is a 
great approach as you 
can bounce off each 
other and share ideas 
and tips! The course has 
given me some great 
scope and a better 
understanding of the 
entire process from  
start to finish.

Facilities Co-ordinator, 
Gensler
Managing Relocation

WORKSHOPS  
& EXERCISES

WORKSHOPS  
& EXERCISES

WORKSHOPS  
& EXERCISES

WORKSHOPS  
& EXERCISES

CASE STUDIES  
& EXERCISE
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RISK 
MANAGEMENT

CONTRACTING

PROJECT 
MANAGEMENT

Key requirements for effective contingency planning
Unforeseen incidents can develop into disasters and severely 
disrupt business activities. Terrorist attacks are well publicised 
but floods, fires, computer & power failures and other incidents 
affecting both physical assets and workforces are surprisingly 
common. No organisation is immune and no responsible 
manager can afford to ignore the danger to employees, the loss 
of essential assets and the overall financial impact.

	 Lessons from recent disasters
	  Insurance issues
	  Emergency services & other agencies
	  Crisis relocation & standby facilities
	 Developing the threat matrix, hazard and risk
	  Legal issues and liability for directors & managers
	  Probability, impact, risk assessment & avoidance
	  Planning objectives & management buy-in
	  Disaster & business continuity planning/management
	  Crisis management teams & communications
	  Post incident activities & the recovery process
	  Managing PR, communications & the media

This course provides tuition for BIFM Level 4 
qualification unit FM4.06 and BIFM Level 5 
qualification unit FM5.04. Additional fees apply

Setting up a successful value-for-money contract
Too many contracts fail to meet customer expectations due 
to poor specification and inadequate pre-qualification and 
tendering procedures. This course will provide you with an 
effective, systematic and professional approach to tendering 
the appointment of contractors through the use of good 
specification and process management.

	  Identifying & agreeing contract objectives
	  Identifying potential suppliers & managing the tender 
process
	  Developing an effective specification of requirements
	  Invitation to tender (ITT) & instructions to tenderers
	  Defining outputs, standards and key performance 
indicators (KPIs)
	  The implications of TUPE
	  Pre-qualification, pre-tender interviews & negotiation
	  Evaluating bids for value-for-money
	  Shortlisting, post-tender clarification & negotiation
	  Contract award, handover & mobilisation

This course combined with Contract Management 
provides tuition for BIFM Level 4 qualification unit 
FM4.21. Additional fees apply

Getting the best out of your contracts
FMs need to negotiate with colleagues, customers, contractors 
and suppliers on a daily basis and will often find themselves up 
against highly exp erienced negotiators determined to achieve 
their own targets and goals. With proven negotiation techniques 
and an innovative approach to negotiation training, this course 
will help you to prepare for negotiation and deploy tactics to 
minimise risk and fully exploit opportunities presented.

	  Setting realistic targets
	  Anticipating the other party’s needs & tactics
	  Preparing & managing opening positions
	  Looking for ‘added value’
	  Using proven persuasion techniques
	  Planning & managing concession trading
	  Avoiding common mistakes & omissions
	  Effectively closing the deal

This course provides tuition for BIFM Level 5 
qualification unit FM5.12. Additional fees apply

Safeguarding overall business operations
With a comprehensive overview of all aspects of security 
management this course will provide you with detailed 
information and advice on how security issues and potential 
threats to your workplace can be managed proactively to 
effectively safeguard your business operations. A practical 
security survey exercise and related workshops underpin the 
practical nature of this course.

	  Traditional and emerging threats
	  Security policies, procedures & documentation
	  Intelligence & information
	  Issues of concern for senior management
	  Security technology
	  Operational procedures, control  
& supervision
	  Security audits & surveys
	  Risk management & key physical  
premises security
	  Procurement of security contractors & equipment
	  Regulations, associations, publications & institutes

Successfully managing contracts and service levels
This course is designed to help you achieve the demanding 
performance requirements expected of your contracts and 
service level agreements. It will help you ensure that the 
objectives and targets set out will be met in practice, and within 
budget, so that promised customer benefits are delivered and 
service delivery improved.

	  Understanding the legal framework of contracts
	  Roles, responsibilities and relationships
	  Measuring performance
	  Performance improvement programmes
	  Dispute avoidance & resolution
	  How to manage contract change & cost variation
	  Working collaboratively with suppliers

This course combined with The Tender Process 
provides tuition for BIFM Level 4 qualification unit 
FM4.21. Additional fees apply.

Disaster Recovery  
& Business Continuity 2 

D
AY

S

21

Security Management

2 
D

AY
S

20

The Art of Negotiation

1 
D

AY25The Tender Process

1 
D

AY23

Contract Management

1 
D

AY24Project Management

2 
D

AY
S

22
A step-by-step guide to delivering FM projects
FM projects have their special challenges. With their high 
visability and many stakeholders; often with differing 
requirements, they can be difficult to deliver successfully. With a 
structured, relevant case study and step-by-step approach, this 
course explains the fundamentals of project management and 
provides the knowledge, tools and techniques required to plan, 
monitor and control your projects effectively. It enables you to 
define and deliver a project with far greater chance of success, 
enhancing both your capabilities and your reputation.

	  Fundamental concepts & demystifying the jargon used
	  Key roles/responsibilities – clarity in decision making
	  Developing a sound ‘Project Definition’
	  Defining scope: ‘Work Breakdown Structure’ technique
	  Techniques to help you estimate time, cost and effort
	  Networking techniques & Critical Path Analysis
	  Minimising project threats & maximising opportunities
	  Scheduling the work & dealing with resource issues
	  Monitoring, reporting & controlling the project
	  Closing the project & celebrating success

This course provides tuition for BIFM Level 4 
qualification unit FM4.12 and BIFM Level 5 
qualification unit FM5.11. Additional fees apply.

  

Well presented, 
well run, lots of 
information and 
techniques. Really 
enjoyable 2 days. 
Derek presented 
the course very 
well, and was useful 
being able to “tap” 
into his knowledge 
and experience.

Facilities Team Leader, 
Sussex Police
Project Management

All our contracting courses (23,24 & 25) can be attended as stand alone 
days but we recommend attending the 3 days consecutively to get the 
most from the programmes as well as benefiting from a reduced fee.

WORKSHOPS  
& EXERCISES

WORKSHOPS  
& EXERCISES
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CONTRACTING

Making sense of the variations and determining best fit
Bundled, TFM, managing contractor, best of breed – what are 
the choices when organising FM services? There are a variety of 
models available in the market place. This course defines and 
explains them, examines and discusses the pros and cons of 
each, and provides frameworks to support the decision making 
process. The day includes workshop sessions and interactive 
exercises to put the ideas into practice.

	  Vision, strategy and management  
of FM services
	  What’s my FM – scoping the service
	  Who’s my customer – understanding  
the critical service elements
	  Explaining contracting models –  
how each model works
	  Exploring contract models – advantages and shortcomings
	  Interactive workshop on FM contract models
	  Only connect – making the choice for your  
own organisation

Defining, measuring and managing FM services
Explaining the requirement, deciding on the measures and 
determining performance continue to present challenges for 
clients, service providers and in-house teams alike. Learn how 
to articulate service requirements, define meaningful measures, 
and evaluate performance. Key topics covered include: Service 
Level Agreements, Key Performance Indicators, incentives and 
penalties, and how to drive for performance improvements.

	  Defining the appropriate level of service
	  The role of Service Level Agreements (SLAs)
	  Measuring service performance: 
scorecards, KPIs, highlight and RAG 
reports, matrices
	  Involving the customer
	  How measurement drives behaviours
	  Incentives and penalties
	  How low can you go? Reducing service levels
	  Driving performance

Take control of your outsourced contracts
This developmental course is ideal for those who have attended 
the ‘Contracting Trio’ and offers best practice insight into how 
to effectively take control of managing outsourced service 
providers. The best approach will depend upon a number of 
variable factors and the course explains how to identify them 
and respond to each. You will gain a deep insight into the tools, 
templates and skills to develop, improve and build the right 
relationships with your FM providers.

	  Think differently and break entrenched ways of working
	  New ways to behave in differing outsource scenarios
	  Improved engagement of the service provider
	  Gain insight into appropriate ways of working with each 
service provider
	  Best practice tools and templates
	  Skills to support the development of effective relationships

Improving the performance of your catering contracts
With a more detailed exploration of the mechanisms of a 
good catering operation, this course will help you to review 
and refine your own catering objectives in order to develop a 
more effective foodservice strategy geared towards continual 
improvement. Learn how to negotiate and manage contracts for 
a range of catering needs, whilst improving the quality of service 
delivery and financial performance.

	  Defining the foodservice brief
	  Developing the food service strategy & planning for change
	  Understanding the cost structures of catering
	  The pros & cons of the different contract models
	  Legal framework & the FM’s responsibilities
	  Defining the contractor relationship
	  Getting ready to benchmark or tender
	  Developing the business plan
	  Financial reporting & understanding contractors’ invoices
	  Contract monitoring

Managing FM Performance  
& SLAs 1 

D
AY28

Making Catering Contracts Work

2 
D

AY
S

29

Managing in an FM Outsourced 
Environment 2 

D
AY

S

27Outsourcing: FM Contract Models

1 
D

AY26

  

This course was very 
informative and 
very professional. 
The instructors 
knowledge and 
expertise was worth 
the price alone. I very 
much enjoyed the 3 
days that I attended

Facilities Services 
Supervisor, Brookfield

Contracting Trio 
(Courses 23,24,25)

Bespoke solutions
Building successful contract relationships

What are your challenges?
Outsourcing in all its various forms is now an 
embedded part of FM service delivery, but despite 
years of experience in many organisations, 
contract relationships can still prove challenging 
for both clients and provider companies.  
We regularly find that there are particular  
issues around:

  Managing expectations on both sides
  Creating the right operating culture for success
   Handling changing needs during the life  

of the contract
  Maintaining momentum –  

and encouraging innovation

  Dealing with transition as new operating models 
are introduced – and building new skills for 
changing roles

  Understanding what is motivating the other party
  How to handle problems as they arise and stop 

them becoming major issues

How can we help?
Our expert trainers have first-hand knowledge of 
client organisations and service providers, as well as 
extensive experience in contract specification and 
procurement. We have worked successfully with 
public and private sector teams to help improve 
processes and address cultural and behavioural issues.

For a bespoke solution contact us on 020 7248 5942

 For more on our in-house services see page 13

WORKSHOPS  
& EXERCISES

WORKSHOPS  
& EXERCISES
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SUSTAINABILITY 
& ENERGY 
MANAGEMENT

Environmental Management

1 
D

AY30

Waste Legislation  
and Resource Management 1 

D
AY31

Energy Management

1 
D

AY32 Effective Environmental 
Management Systems ISO14001 1 

D
AY33

Key issues, compliance & good practice
Managing environmental issues has had an increasing impact 
upon the Facilities Manager who has to take into account 
an array of legislative requirements to manage the building, 
and additional pressures of meeting external certification or 
stakeholder requirements. 

This course will provide FMs with practical measures and tools to 
both deal with the challenges, and to gain benefits.

	  Cost-effective techniques to improve  
environmental performance
	  The drivers for environmental management
	  Current UK and EC environmental regulation
	  The day-to-day requirements of the Duty of Care and other 
waste management legislation
	  Benefits to both the employee and organisation
	  Energy efficiency model to reduce consumption and 
mitigate usage through renewable technologies
	  Environmental Management Systems and ISO14001
	  How to implement key environmental initiatives and best 
practice within the workplace

This course provides tuition for BIFM Level 4 
qualification unit FM4.19 and BIFM Level 5 
qualification unit FM5.19. Additional fees apply

Generating a revenue stream through best practice  
waste management
Waste legislation is one of the most prosecuted areas of 
environmental regulation and is undergoing a major change 
as we look at waste as a resource. Revenue streams can be 
identified from recycling, turning the management of resources 
into a low cost activity. This course will take you through the 
legislative changes and implications for FM together with a 
review of how waste is managed to extract cost savings and 
generate a revenue stream.

	  Improve understanding of current and likely future 
legislation and the impact on FM operations
	  Identify and act on specific requirements relating to the 
company’s Duty of Care on waste management
	  Work effectively with waste data to identify potential  
cost savings
	  Improved tendering of waste contracts to encourage cost 
savings and waste reduction
	  Understand what best practice is and how it can be applied 
to site operations

New standards, business support & performance 
improvement
The ISO 14000 series of standards provides a comprehensive 
set of tools available to companies to minimize harmful effects 
on the environment caused by its activities, and to achieve 
continual improvement of its environmental performance. 
There are changes to the structure and many new requirements, 
meaning it will be necessary to make substantial changes to 
your EMS and related business processes. 

This course will help you understand the differences and ensure 
the system is effective and benefits your business.

	  Changes to ISO 14001: 2015 – intent and implications
	 Prepare for and make the transition
	 Re-invigorate your EMS
	 Realise the benefits of the new requirements
	 Compliance, risks, threats and opportunities
	 Environmental sustainability
	 Plan the implementation of required changes
	  Using low & zero carbon technologies to benefit your 
buildings and your business

Cost effective ways to reduce energy bills
Energy management provides practical and cost effective ways 
to tackle rising energy costs and the threat of global warming 
and the FM plays a central role in implementing sustainable 
solutions to achieve better performing buildings. How do 
you get an energy efficiency campaign rolling? What specific 
measures can you implement? How do you measure your 
energy performance and has it actually improved? Improved 
energy performance can also result in positive recognition for 
the FM, through innovative cost savings and support of key 
social issues.

	  An overview of energy legislation
	  Developing an energy policy
	  Introducing an energy efficiency campaign
	  No-cost & low-cost measures for buildings
	  Integrating measures into the building
	  Implementing energy saving measures
	  Using building log books
	  EPBD, asset ratings & operational ratings
	  Measuring energy performance

This course provides tuition for BIFM Level 4 
qualification unit FM4.20 and BIFM Level 5 
qualification unit FM5.20. Additional fees apply

  

An excellent course.  
I was very impressed 
with Sunil’s teaching 
methods and 
presentation of the  
rules and regulations. 
The information 
provided was very 
relevant and I feel that  
I gained a lot from  
the course.

Commercial Contracts and 
Procurement Manager, 
British Association 
for Counselling and 
Psychotherapy
Waste Legislation and 
Resource Management

What are your challenges?
Client targets and a growing body of legislation 
have tended to dominate the agenda for many 
organisations, often making sustainability a 
compliance-led issue. But the major focus on 
meeting regulatory requirements and gaining 
certification is just the starting point for delivering 
real business benefits. Our clients tell us that they 
experience particular challenges around:

  Prioritising across a very broad range  
of areas and achieving a clear focus for 
sustainability initiatives

  Developing the right approach for the business 
– with measurable outputs

  Winning the battle for funding – and justifying 
payback cycles

  Raising awareness across the organisation and 
communicating well at all levels to ensure goals and 
targets are aligned with company values

  Engaging effectively with senior sponsors
  Realising the wider potential benefits by going 

beyond minimum requirements

How can we help?
By taking a holistic approach, our expert trainers can 
help to embed sustainability concepts and practices 
successfully into FM operations at every level. We 
regularly work with end-user clients and service 
providers to address both process development issues 
and essential cultural changes.

Talk to us for a bespoke solution on 020 7248 5942

 For more on our in-house services see page 13

Bespoke solutions 
Embedding excellence in sustainability
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HEALTH 
& SAFETYIOSH Risk Assessment in Practice

1 
D

AY34

IOSH Managing Safely

3 
D

AY
S

35

IOSH Managing Safely Refresher

1 
D

AY36

Safety for Executives  
and Directors 1 

D
AY37

A comprehensive introduction to health and safety 
roles, responsibilities and risk assessments
Workplace risk assessments are a legal requirement under 
UK law, so it is essential that you have somebody on-site 
who is trained to carry out the procedure. We show you 
how to evaluate and manage risks in your workplace in line 
with working practices and procedures as required by the 
Management of Health & Safety at Work Regulations 1999.

	  Carry out, record & review straightforward risk assessments 
in the workplace
	  Identify when specific or more complex risk assessments 
are required
	  The main legal requirements for risk assessment & control
	  Hazards, risks & basic principles of risk assessment
	  Understand the principles of prevention & identify suitable 
measures to remove or control significant risks

The IOSH Risk Assessment in Practice certificate is awarded to 
delegates upon successful completion of a 30-minute written 
assessment based on multiple choice questions at the end 
of the course. Delivered by System Concepts Ltd, an IOSH 
approved course provider.

A nationally recognised IOSH Managing Safely 
certificate for Facilities Managers
This course introduces practical controls to enable best practice 
in H&S for your organisation. Managing common hazards will 
help you to reduce sickness and absenteeism; improve the 
quality and productivity of your workforce and reduce costs 
such as healthcare, insurance premiums and compensation 
claims. Accredited by the Institution of Occupational Health 
& Safety, the world’s leading professional body for H&S 
practitioners.

	  The H&S responsibilities of managers
	  Assessing & controlling risks
	  Identifying & managing common hazards
	  Checking performance & learning from losses

 
The IOSH Managing Safely certificate is awarded to delegates 
upon successful completion of a written assessment (based 
on multiple-choice questions) and a work- based project after 
the course. Delivered by FMHS Consulting, an IOSH approved 
course provider.

This course provides tuition for BIFM Level 4 
qualification unit FM4.05 and BIFM Level 5 
qualification unit FM5.07. Additional fees apply

Health & Safety strategy – understanding your 
responsibilities
Managing risk is a key issue for directors and senior 
management. This programme aims to equip directors and 
managers with an understanding of their H&S responsibilities 
and enhances their strategic thinking and risk management 
practices, particularly in line with the Institute of Directors 
(IoD) and Health & Safety Commission’s (HSC) code of Directors’ 
responsibilities for H&S.

	  The cost of non-compliance – moral, financial, legal
	  Senior Managers’ responsibilities under H&S law
	  Civil & criminal law and how it is enforced
	  The IoD and HSC’s code ‘Leading Health & Safety at Work’
	  Corporate governance & H&S
	  Benefits & costs, annual reporting
	  H&S management systems; action plans
	  Corporate Manslaughter & Corporate Homicide Act 2007

There is a 45 minute test at the end of the course (comprising 10 multiple-
choice questions and a project).

A best practice refresher enabling you to continue 
meeting your statutory obligations
It is best practice to refresh your IOSH Managing Certificate 
every three years. This course provides you with continued 
support in managing health and safety issues in your workplace, 
helping you to revise key management responsibilities and 
updating you on the relevant changes in good practice, 
legislation and standards.

	  Revisit the benefits of managing health and safety
	  Review the risk assessment process
	  Review how to choose the best method to control risks
	  Revise and update the legal requirements of managers
	  A fresh look at how to investigate accidents and incidents
	  Review and measure performance for continual 
improvement

Accredited by IOSH, the world’s leading professional body 
for health and safety practitioners and delivered by System 
Concepts Ltd, an IOSH approved course provider.

A new certificate will be awarded on successful completion of a written 
assessment based on multiple-choice questions at the end of the course.

  

It is without doubt 
one of the best 
courses I’ve attended. 
Beth Goodyear was 
knowledgeable, 
interesting and kept 
us all enthused with 
every topic but 
making it relevant. 
Her techniques and 
little stories helped 
the time fly by.

Assistant Estates 
Manager, Shoosmiths
IOSH Managing Safely

Managing Accessibility

1 
D

AY38
Creating an accessible work environment
This course looks at accessibility and inclusion with a  
particular focus on the needs of disabled employees and visitors.

Attendees will explore the legal, moral and business drivers, and 
the importance of taking a holistic approach to the design and 
management of buildings for all.  Delegates will be upskilled 
so that they are able to understand and influence everyday 
access challenges, to ensure that inclusion remains high on the 
corporate agenda in their own organisations.

	  Critical H&S, CSR & sustainability considerations
	 Examination of user needs & reasonable adjustments
	 An overview of Fire safety arrangements for disabled  

 people
	 Inclusive design principles– spatial, visual and functional

This course supports the Paralympic Legacy initiative led by the 
Construction Industry Council’s Built Environment Professional Education 
(BEPE) project 
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HEALTH 
& SAFETY

Display Screen Regulations  
& Risk Assessment 2 

D
AY

S

40

Fire Safety Law  
& Risk Assessment 2 

D
AY

S

41

Selecting & Controlling 
Contractors on Site 1 

D
AY42

Understanding the Construction 
(Design & Management) Regulations 1 

D
AY43

Getting your DSE assessor’s certificate
Accredited by the Chartered Institute of Ergonomics and Human 
Factors, this practical course explains employers’ duties for 
staff using Display Screen Equipment and how to carry out the 
essential Workstation Assessments.

	  The Display Screen Equipment Regulations 1992
	  The scientific principles behind the Regulations
	  An introduction to ergonomics
	  Virtual issues & display screen work
	  Posture & musculoskeletal issues
	  Environmental & organisational issues
	  How to conduct assessments  
& use checklists
	  Practical assessment exercises
	  Implementing an effective action plan

Accredited by the CIEHF and presented  
by System Concepts Limited, a CIEHF  
Registered Consultancy.

A DSE assessor’s certificate stating you are trained to conduct DSE 
& Workstation assessments will be awarded to you upon successful 
completion of a two-part assessment at the end of the course.

Ensure legal compliance and protect your assets
Significant fines and imprisonment are being imposed on 
businesses (including managers & directors) for breaches of 
legislation, even where no fire has taken place. The Regulatory 
Reform (Fire Safety) Order 2005 makes all organisations 
responsible for their own legislation compliance and fire safety 
regime. This course provides an in-depth grounding in Fire Risk 
Assessment. It provides both an excellent foundation for those 
with fire safety responsibilities as well as an update for those 
who have some knowledge of the subject, and uses a number 
of interactive workshops, including a comprehensive risk 
assessment exercise.

	 Enforcement procedures
	  Fire risk assessment process 
	 Equipment, lighting and signs
	  Emergency plans, travel distances
	  Background of fire disasters forming 
 basis for fire legislation
	  Prevention and reduction of consequences
	  Regulatory Reform (Fire Safety) Order 2005
	  ‘Responsible’, ‘Competent’ and ‘Relevant’ Persons
	  How fire spreads and behaviour of people in fires
	  Detection, early warning and means of escape
	  Carry out a fire risk assessment under supervision

Managing a successful construction project in 
compliance with the 2015 Regulations
Everyone controlling site work on their premises has health 
and safety responsibilities – you need to check that working 
conditions are adequate before work begins, and ensure that 
the proposed work is not going to put others at risk. This course 
explains the key aspects of the CDM regulations, ensuring that 
delegates are well equipped to make the necessary changes 
to their operating procedures to ensure compliance with the 
CDM 2015 Regulations and to follow best practice in the field. 
The 2015 Regulations are based on the EU Temporary Working 
Directive and make a number of changes to previous CDM 
Regulations, such as the removal and replacement of the CDM 
Coordinator role, replacement of the ACoP, expansion of the 
CDM remit and changes to the competence requirements.

	  CDM Regulations: overview, definitions & principles
	  When do the CDM Regulations apply?
	  Competence, co-operation & co-ordination
	  Duties of clients
	  All construction projects: responsibilities of clients, 
designers & contractors
	  Notifiable projects: responsibilities of clients, designers, 
CDM co-ordinators, principal contractors & contractors
	  The Health & Safety File

You cannot contract out your health and safety 
responsibility
FMs are increasingly being held accountable for breaches of H&S 
legislation committed by their contractors. When contracting 
out you cannot outsource your H&S responsibilities – both 
parties have duties under H&S law and you as the client must 
select and control your contractors carefully. Remember an 
accident investigation always begins on the premises where the 
accident happens – have you got time to deal with this?

This course will provide you with up-to-date guidance  
and covers:

	  Who counts as a contractor?
	  Legal obligations
	  Selecting suitable contractors
	  Managing contractors on-site
	  Do contractors present a risk to your organisation?
	  How much supervision is needed?
	  Co-operation & co-ordination
	  Can you trust your contractors?
	  Applying good practice
	  Contractor H&S questionnaire

Legionella Awareness, 
Responsibilities and Compliance 1 

D
AY39

Responsibilities to oversee and/or undertake water 
hygiene works on buildings
This course provides you with key information in order to ensure 
that water systems for which you are responsible are being 
managed and maintained effectively and in accordance with  
the relevant statutes and guidance. Our risk assessors will 
explain safe maintenance, operation, control measures and 
monitoring practices.

	  A brief history of Legionnaires’ disease
	  Medical aspects of Legionnaires’ disease
	 Legal perspective
	  Choosing a specialist sub-contractor
	 Cleaning and disinfection of water systems
	 Competency, responsibilities and definitions
	  What is a sufficient and suitable risk assessment
	  Implementing and managing control regimes/measures
	  Where and when water sampling should be carried out
	  Record keeping and the management of site records

A City & Guilds accredited certificate will be 
awarded following successful completion of the 
course verification test.

Delivered by Evolution Water Services Ltd,  
a City & Guilds Accredited Centre.

The course was well 
planned and the 
content was excellent, 
up to date and relevant 
to the subject.

Head of Maintenance, 
Imagination Ltd
Legionella Awareness

TEAMWORK  
& CASE STUDIES

RISK  
ASSESSMENT 

EXERCISE

RISK  
ASSESSMENT 

EXERCISE
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IN-HOUSE, L&D 
AND BESPOKE
SOLUTIONS

ONLINE COURSE
PROGRAMME

Our in-house training, L&D consultancy and bespoke solutions

FM core courses Leadership & Management of People

Many of our FM training courses can be run as in-house sessions for groups but we can also offer 
tailored versions of standard courses or bespoke training to fit your specific needs, including 
tuition for BIFM qualifications. In parallel our L&D consultancy services provide valuable support 
for a wide range of change management and talent development projects. We have developed  
a range of courses which are specially suited to in-house delivery including:

Develop vital business  
skills for the workplace  
with our adaptable online  
programmes that fit around your  
workload. 

 Getting Started in FM
 Getting Started in Health and Safety
 Negotiating Skills – The Principles
 Advanced Negotiation
 Key Performance Indicators
 Conversations with Customers
 Managing Professionals for Results
 Managing Budgeting in the Real World
 Innovation
 Thinking Strategically 
 Finance for Non-Financial Managers
 Coaching Skills
 Data Protection
 Networking Skills
 Managing through a Recession
 Managing Workload
 Social Media for Professionals

FEES
Getting started in FM
Professional Body Member* £120 +VAT 
Non Member £150 +VAT

All other courses
Professional Body Member* £65 +VAT 
Non Member £85 +VAT

To register please go to  
www.quadrilectonline.com or email us 
at info@quadrilect.co.uk. On receipt of 
payment you will be issued your access 
URL and activation key

CORPORATE SOLUTIONS 
FOR YOUR FM TEAM

See more about our bespoke 
services for contracting, p9 
and sustainability, p10.  
 
To discuss the best 
L&D solutions for your 
organisation, including 
in-house qualifications at 
Levels 3 & 4, please call us on 
020 7248 5942.

Understanding FM
A specially adapted 2-day version of our flagship 
introductory course. This explores the role of the 
professional FM and explains its value through a range of 
important operational areas. It can also form part of the 
tuition for ILM and BIFM Level 3 qualifications (Award  
or Certificate).

Professional FM
A modular programme based on 1 and 2-day courses 
supporting BIFM Level 4 tuition (Award or Certificate) 
or CPD requirements. This covers the FM overview, 
Understanding and Managing FM Support Services, 
Managing Health & Safety, and Understanding  
Financial Management.

Customer Service Excellence:
Developing the potential of frontline teams
Changing culture and behaviour at the sharp end  
of frontline service delivery.

Customer Service Leadership 
Focusing on management and leadership styles to 
promote better customer service.

Building and managing outsourced relationships
Moving beyond the process aspects of contract 
management and creating a positive culture for the 
delivery of outsourced services.

Collaborative working through BS11000
The fundamentals of the standard and what it can  
tell us about developing successful relationships  
with service providers.

Managing remote teams
Exploring the impact of complex contract models  
and managing performance.

Refreshing  
and broadening 

knowledge  
and skills

Helping  
to facilitate 

change

Raising  
professional 

confidence and 
reinforcing a positive 

identity and vision  
for FM

Building  
positive  

attitudes and 
cultures

Strengthening 
team relationships, 
collaboration and 
communications

  

The Development of Potential (Method 
In Your Madness) workshops facilitated 
annually by Anne Lennox-Martin now 
underpin our core internal personal 
development programme for FM. 
The sessions focus on the significant 
contribution all members of staff make 
within and beyond the workplace.

Anne provides a challenging yet safe 
environment for our staff to think and 
step right outside the box and explore 
the art of the possible, enabling us 
to further embed our people-centric 
culture, and allowing us to showcase our 
talented people who are really Making A 
Difference #MAD.

Bill Hancox, Director of Facilities Management
Annual bespoke workshops  
focusing on people and culture  
in the educational sector

See more information about our Corporate 
Solutions services please go to  
http://www.quadrilect.com/learning_development_
services.htm 

We also have the following L&D case studies: 
- Environment Agency (Customer Service) 
- Church of Jesus Christ of Latter-Day Saints (Taking 
FM to a new level) 

These can be found on  
 http://www.quadrilect.com/inhouse-casestudy.htm
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QUALIFICATIONS 
IN FACILITIES 
MANAGEMENT

Qualifications in Facilities Management

ILM 

The UK’s top leadership and management 
qualifications and accreditation specialist, ILM help 
to develop more talented leaders than anyone else, 
giving them skills to make a real difference in their 
organisation and beyond. Through a global network of 
over 2,000 approved centres and with our City & Guilds 
Group colleagues, ILM set the highest benchmarks for 
leadership and management performance. We are a 
recognised centre for the delivery of the ILM level 3 
Award and Certificate in FM.

Membership  
All learners gain free studying membership of Institute 
of Leadership & Management for one year.

We deliver a comprehensive study plan to achieve your 
chosen facilities management qualification from a 
selection of highly regarded FM Training programmes. 

The British Institute of Facilities Management

The BIFM is the professional body for facilities management 
(FM) in the UK. Founded in 1993, the Institute represents 
and promotes the interest of nearly 16,500 members and 
the wider FM community. 

Membership  
Learners who have never been BIFM members will 
automatically receive 1 year free BIFM membership upon 
registering on a BIFM qualification. See BIFM website for 
membership rates and concessions. 
www.bifm.org.uk

A centre you can count on The awarding organisatons

Choose a level to suit your experience:  
ILM Level 3, BIFM Level 3, BIFM Level 4,  
BIFM Level 5, BIFM Level 6.

Choose a size to suit the time & commitment 
you want to put into your chosen level. 

Award – A succinct overview of the basic skills 
and knowledge needed

Certificate – Provides a more comprehensive 
coverage of the subject.

Diploma – The full package of skills, knowledge 
and understanding required.

Choose your units – some qualifications offer 
the option to select from a range of optional 
units to match your development needs.

Our delivery model

We have put together specific 
packages for achieving the 
BIFM Award, Certificate and 
Diploma at all levels, as this is 
both the most cost and time 
effective way of achieving 
your chosen qualification 
with us.

For each unit required, tuition 
will be delivered through 
the face to face courses 
indicated.  You will then need 
to complete a work based 
assessment to be submitted 
post tuition.

Many of the qualifications are 
available for in-house groups, 
and we can tailor study 
programmes to fit your  
team’s needs. 

For details, speak to  
one of our team on  
020 7489 7628 or email us at  
info@quadrilect.co.uk

Unlock your potential by gaining a formal qualification 
in FM. These are focussed on vocational skills and 
your learning can be applied directly to your work 
environment, so will be beneficial to both you and your 
employer. We can help you decide on what is the right 
level and size of qualification.

Above and beyond the face to face expert tuition we 
have a comprehensive online learning resource with 
guidance on how to tackle your assessments, learner 
forums and expert advice.

These are nationally recognised VRQ qualifications. VRQ 
stands for ‘vocationally related qualification’ and differs 
from the more work-based NVQs (National Vocational 
Qualification) which may be assessed in the workplace.
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QUALIFICATIONS 
IN FACILITIES 
MANAGEMENT
LEVEL 3

ILM & BIFM Level 3 qualifications in Facilities Management

For anyone new to FM, with less than 
two to three years’ experience in an FM 
role, or first line managers seeking an 
FM qualification, these will help learners 
to develop specific skills in facilities 
management alongside a wide range 
of leadership and management skills. 
Both ILM and BIFM Level 3 are nationally 
recognised FM qualifications, but the 
subjects covered vary, so we recommend 
you base your choice on the areas relevant 
to support your role at work and consider 
which Awarding Organisation you feel is 
best suited to your development needs.

Progressing from Level 3 to Level 4
If you wish to progress from level 3, you can carry 
forward up to 4 (ILM) or 6 (BIFM) credits towards 
a BIFM level 4 Certificate or Diploma. NB. this will 
not exempt you from any mandatory units.

Understanding FM 
3 Days

Followed by assessment units:
	 Introduction to Facilities Management (FM3.01)
	 Customer and Stakeholder Relations in FM (FM3.03)

Understanding FM 
3 Days 

Followed by assessment units:
	  Introduction to Facilities Management (FM3.01)
	  Corporate Social Responsibility & Sustainability in FM 
(FM3.02)
	  Customer and Stakeholder Relations in FM (FM3.03)
	  Specification & Procurement of Facilities Supplies  
& Services (FM3.04)

Plus optional units to the value of 7 plus credits*

Understanding FM 
3 Days

Finance Management 1 
1 Day

Followed by assessment units:
	  Introduction to Facilities Management (FM3.01)
	  Corporate Social Responsibility & Sustainability in FM 
(FM3.02)
	 Customer and Stakeholder Relations in FM (FM3.03)
	  Specification & Procurement of Facilities Supplies  
& Services (FM3.04)
	 Health & Safety Responsibilities (FM3.05)

Plus optional units to the value of 22 plus credits*

Understanding FM 
3 Days plus further online learning  
courses to support your study 

	 Managing Relationships 
	 Managing High Performance Teams 
	 Leadership skills 
	 Problem solving 

Followed by assessment units:
	  Solving Problems and Making Decisions (8753-300)
	  Understanding Health & Safety in the Workplace  
(8753-302)
	  Intro to Managing & Maintaining Property and Assets 
(8753-303)
	  Understanding FM in the Context of an Organisation  
(8753-304)
	  Understanding & Developing Relationships in the 
Workplace (8753-305)
	  Delivering FM Service in the Workplace (8753-306)
	  Understanding the need for Effective Management  
of Space within own Organisation (8753-318)
	  Understanding Support Services Operations  
in an Organisation (8753-319)

  

The qualification has 
helped me think about 
my job and duties 
and given me more 
confidence.

Facilities Manager,  
ACO Technologies plc
BIFM level 3 Certificate

Award BIFM level 3 11 Credits

Certificate BIFM level 3 28 Credits

Diploma BIFM level 3 48 Credits

Certificate ILM level 3 21 Credits

*  For a full list of BIFM level 3 optional units please 
contact us

FROM  
£1,295 +VAT

FROM  
£1,295 +VAT

FROM  
£1,205 +VAT

FROM  
£1,930 +VAT

Understanding FM 
3 Days plus further online learning 
courses to support your study

	 Managing Relationships
	 Managing High Performance Teams
	 Leadership skills 

 
Followed by assessment units: 
	 Understanding Health & Safety in the Workplace  

 (8753-302)
	 Understanding FM in the Context of an Organisation  

 (8753-304)
	 Understanding & Developing Relationships  

 in the Workplace (8753-305)
	 Delivering FM Service in the Workplace (8753-306) 

Award ILM level 3 10 Credits

FROM  
£1,205 +VAT
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QUALIFICATIONS 
IN FACILITIES 
MANAGEMENT
LEVELS 4 & 5

BIFM level 4 & 5 qualifications in Facilities Management

BIFM level 4 qualifications

For experienced operations managers who 
are responsible for a range of FM functions. 
They are also suitable for managers wishing 
to extend their operational activity. They 
provide a broad understanding of facilities 
management and equip learners to identify 
and use relevant understanding, methods 
and skills to address problems that are well-
defined but complex and non routine.

BIFM level 5 qualifications

For facilities managers at middle 
management level who have considerable 
experience and responsibility for more 
specialised and complex functions. They 
develop the ability to identify and use 
relevant understanding, methods and skills 
to address complex problems. They will 
support you in being able to take on the 
responsibility for planning and delivering 
solutions, exercising autonomy and 
judgement in your area, and will develop 
your specialised knowledge further so 
that you can approach your role with 
independent and critical thinking to deliver 
the best results.

The Professional FM –  
Operational Management 3 Days

Followed by assessment units:
	 Overview of FM (FM4.01)
	 Understanding Support Services Operations (FM4.04)

The FM Business School 3 Days

Followed by assessment units:
	 Developments & Trends (FM5.01)
	 Organisational & FM Strategy (FM5.02)

Award BIFM level 4 12 Credits Award BIFM level 5 12 Credits

The Professional FM –  
Operational Management 3 Days

Followed by assessment units:
	 Overview of FM (FM4.01)
	 Understanding Support Services Operations (FM4.04)

IOSH Managing Safely
3 Days

	 Managing Health & Safety in own area of FM (FM4.05)

Plus optional unit(s) to the value of 6 plus credits*

The FM Business School 3 Days

Followed by assessment units:
	 Developments & Trends (FM5.01)
	 Organisational & FM Strategy (FM5.02)
	  Implementing Change in an Organisation & Managing the 
Impact on FM (FM5.22)

The Professional FM – Business & People
3 Days plus online learning

	 Managing People in FM (FM5.03)

The Professional FM –  
Operational Management 3 Days

Followed by assessment units:
	 Overview of FM (FM4.01)
	 Understanding Support Services Operations (FM4.04)

IOSH Managing Safely
3 Days

	 Managing Health & Safety in own area of FM (FM4.05)

The Professional FM – Business & People
3 Days plus online learning

	 Understanding FM Strategy (FM4.02)
	 Understanding People Management (FM4.03)

Plus optional units to the value of 19 plus credits*

The FM Business School 3 Days

Followed by assessment units:
	 Developments & Trends (FM5.01)
	 Organisational & FM Strategy (FM5.02)

The Professional FM – Business & People
3 Days plus online learning

	 Managing People in FM (FM5.03)

Disaster Recovery & Business Continuity 2 Days
	 Risk Management in FM (FM5.04)

Financial Management 2 – Getting Results 1 Day

	 Financial Management in FM (FM5.05)

Plus optional units to the value of 16 plus credits*

Certificate BIFM level 4 24 Credits
Certificate BIFM level 5 24 Credits

Diploma BIFM level 4 48 Credits
Diploma BIFM level 5 48 Credits

Progressing from Level 4 to Level 5
If you wish to progress from BIFM level 4, you can 
carry forward up to 6 credits towards a BIFM level 
5 Certificate or Diploma. NB this will not exempt 
you from any mandatory units.

Progressing from Level 5 to Level 6
The BIFM do not allow any credits from BIFM  
level 5 to be carried forward to BIFM level 6. *  For a full list of BIFM level 4 & 5 optional units please 

contact us.

FROM  
£2,830 +VATFROM  

£2,549+VAT

FROM  
£1,510 +VAT

FROM  
£1,440 +VAT

FROM  
£5,479 +VAT

FROM  
£5,069 +VAT

  

I think the assessors are 
very fair and gave down 
to earth advice meaning 
it was in plain English and 
I knew exactly what they 
wanted from me in order 
for me to succeed.  Again 
many thanks to all it’s 
such an achievement.... 
it has given me the 
confidence to say yes I 
can do anything .

Facilities Officer,  
Gateway Housing Association
BIFM Level 4 Certificate
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QUALIFICATIONS 
IN FACILITIES 
MANAGEMENT
LEVEL 6

BIFM level 6 qualifications in Facilities Management

BIFM level 6 qualifications 

Develop the strategic skills and knowledge 
for those facilities professionals working at 
or aspiring to senior positions, and reflect 
the ability to refine and use relevant 
understanding, methods and skills to 
address complex problems. They will help 
ensure that you are able to underpin 
substantial change or development, as 
well as exercising broad autonomy and 
judgement.

As above for the Award plus

FM Governance and Risk
1 Day

	 FM Governance and Risk (FM6.02)

Quality Management & Customer Service in FM 
1 Day

	 Quality Management & Customer Service in FM (FM6.03)

Strategic Financial Management in FM
1 Day

	 Financial Management in FM (FM6.04)

Certificate BIFM level 6 30 Credits
FROM  

£3,440 +VAT

The FM Business School 
3 Days

Future Trends & Innovation in FM 
1 Day

Online learning course: Problem Solving  
3 hours

Followed by assessment unit:
	 Strategic Facilities Management (FM6.01)

Award BIFM level 6 10 Credits

FROM  
£1,990 +VAT

The FM Business School 
3 Days

Future Trends & Innovation in FM 
1 Day

Online learning course: Problem Solving 
3 hours

Followed by assessment units:
	 Strategic Facilities Management (FM6.01)

FM Governance and Risk
1 Day

	 FM Governance and Risk (FM6.02)

Quality Management & Customer Service in FM
1 Day

	 Quality Management & Customer Service in FM (FM6.03)

Strategic Financial Management in FM
1 Day

	 Financial Management in FM (FM6.04)

Strategic Procurement in FM
2 Days

	 Strategic FM Support Services Operations (FM6.05)
	 Procurement Strategy for FM (FM6.12)

Introducing & Leading Change In FM
2 Days

	 Human Resource Management in FM (FM6.08)
	  Introducing & Leading Change in an Organisation & 
Managing the Impact on FM (FM6.14)

Property Management & Maintenance Strategy 
for FM
2 Days

	  Property Management & Maintenance Strategy for FM 
(FM6.13)

Extended Diploma  
BIFM level 6 60 Credits

FROM  
£5,890 +VAT

  

The assessor feedback was 
extremely helpful to allow 
reworking when I had gone 
off on the wrong track I have 
already used elements of 
what I have learned on the 
course and think it will help 
me progress my career.

Estates Manager, Taunton and 
Somerset NHS Foundation Trust
BIFM Level 5 Certificate

Qualification/Accreditation

     Page
	 ILM Level 3 Award in Leadership and Management 5 

	 ILM Level 2 Award in Leadership & Team Skills 5 

	 IOSH Risk Assessment in Practice  11 

	 IOSH Managing Safely   11 

	 IOSH Managing Safely Refresher  11 

	 Legionella Awareness Responsibilities and  
 Compliance 
 City & Guilds Accredited   12 

	 Display Screen Regulations & Risk Assessment 12 
 Accredited by Chartered Institute of Ergonomics  
 & Human Factors             

Other Qualifications for FMs 

& OTHER 
QUALIFICATIONS
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COURSE 
DATES 

Understanding FM
23-25 January 2018
6-8 March 2018
24-26 April 2018
15-17 May 2018 - Edinburgh 
16-17 May 2018 - Bristol

The Professional FM – 
Operational Management
27 February - 1 March 2018
12-14 June 2018
18-20 September 2018

The Professional FM – 
Business & People
13-15 March 2018
4-6 September 2018

The FM Business School
22-24 May 2018 
20-22 November 2018

Management Development 
(5 day course: 1 day per week)
20 February 2018
27 February 2018
6 March 2018
13 March 2018
20 March 2018

Team Leading 
(3 day course: 1 day per week)
18 April 2018
25 April 2018
2 May 2018

Customer Focused FM
7 March 2018
11 July 2018

Personal Effectiveness Skills
6 March 2018
16 October 2018

Overview of FM Compliance  
& Standards
20-21 February 2018
26-27 June 2018

01

02

03

04

05

06

07

08

09

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

32

33

34

35

36

37

38

39

40

41

42

The Essentials of Property 
Management
6-7 March 2018 
2-3 October 2018

Understanding & Managing 
Building Services
24-25 January 2018
25-26 April 2018

Building Surveying  
& Maintenance
24 April 2018
30 October 2018

BIM - Operational Readiness 
23 January 2018 
11 September 2018

Cutting Costs and  
Maintaining Services
1 May 2018
29 November 2018

Financial Management 1 
20 February 2018 
16 March 2018 - Edinburgh 
12 June 2018 
26 September 2018

Financial Management 2
21 February 2018 
27 September 2018

Effective Space Planning
30-31 January 2018
19-20 June 2018
30-31 October 2018

Managing Relocation, Fit Out 
and Move
20-21 March 2018 
26-27 September 2018

Agile Working & Modern 
Workplaces
20-21 February 2018 
5-6 September 2018

Security Management
6-7 February 2018
10-11 July 2018

Disaster Recovery & Business 
Continuity
20-21 February 2018 
26-27 June 2018

Project Management
13-14 March 2018
10-11 July 2018

The Tender Process 
20 March 2018
19 June 2018

Contract Management
7 February 2018 - Birmingham
21 March 2018

The Art of Negotiation
21 June 2018
22 November 2018

Outsourcing –  
FM Contract Models 
24 April 2018
11 September 2018

Managing in an FM 
Outsourced Environment
13-14 March 2018 
10-11 October 2018

Managing FM Performance  
& SLAs 
8 March 2018 
15 June 2018 - Bristol

Making Catering  
Contracts Work
24-25 April 2018 
13-14 November 2018

Environmental Management
26 April 2018 
17 October 2018

Waste Legislation  
& Resource Management
24 May 2018 
29 November 2018

Energy Management
2 May 2018

Effective Environmental 
Management Systems 
ISO14001 
28 February 2018 
3 October 2018

IOSH Risk Assessment in 
Practice 
31 January 2018
17 April 2018
  
IOSH Managing Safely
30 January - 1 February 2018 - Bristol 
27 February - 1 March 2018

IOSH Managing Safely 
Refresher
21 March 2018

IOSH Managing Safety for 
Senior Executives
14 June 2018

Managing Accessibility
21 May 2018 

Legionella Awareness
26 June 2018

Display Screen Regulations
1-2 May 2018

Fire Safety Law & Risk 
Assessment
22-23 May 2018

Selecting and Controlling 
Contractors on Site
24 January 2018
12 September 2018

Understanding CDM 
Regulations
6 February 2018
19 September 2018

All courses are held in central  
London unless otherwise stated. Further 
dates may be available. A range of these 
courses can be provided in-house.

Course dates

  

Great facilities, 
presenters, content 
and other delegates.

Facilities Manager,  
Royal London Group
Understanding FM

43
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COURSE FEES 
AND HOW 
TO BOOK WITH US

Course fees

New – Quadrilect Annual Training Passes

How to book with us

Our highly-experienced team of expert trainers includes some of the most active and influential figures in 
the FM industry today. Offering practical learning that is immediately transferable to the workplace, course 
fees include a full and comprehensive course workbook, refreshments and lunch at a quality venue.

Please note if you are attending the training course as part 
of an ILM or BIFM qualification in Facilities Management, 
additional application fees will apply. For further information 
please contact us on 0207 489 7628.

†Residential option 
Courses 01, 02, 03 and 04, offer a residential option which 
includes 2 nights’ full board accommodation typically at 
the same hotel as the course itself. Many of our delegates 
find this to be a more convenient way to attend the course, 
and an option that adds value to their overall training 
experience. Coming together for the evening meals offers 
the opportunity for continued informal networking and  
a chance to share your experiences and recollection of  
the day’s events with your peers.

Pre-night accommodation request
If you require accommodation the night before the start 
of the course you will need to arrange this with the venue 
directly. Please state you are a Quadrilect delegate so they 
will be able to co-ordinate your booking.

Course duration Professional 
body member* Non member 

1 day £385 £480

2 days £695 £835

3 days – Understanding FM* or Team Leading (01) (06) 
Residential option† (for Understanding FM only)

£995 
£1,290†

£1,195 
£1,490†

3 days – The Professional FM (02) (03) 
Residential option†

£1,190 
£1,485†

£1,430 
£1,725†

3 days – The FM Business School (04) 
Residential option†

£1,240 
£1,535†

£1,489 
£1,784†

3 days – Contracting Trio (23,24,25) £995 £1,199

5 days – Management Development (05) £1,655 £1,999

3 days – IOSH Managing Safely (38) £624 £780

If no residential option is given
Subject to availability some of our course venues may be 
able to give our delegates a special discounted rate for 
accommodation, although it is your responsibility to liaise 
directly with the venue and organise this for yourself.

Or we suggest using www.vhfinders.com, telephone 0844 
875 1330 – a free service which will be able to help you 
search for alternative accommodation nearby.

*Professional Body Discounted rate – who is eligible?
Members of BIFM, RICS, ILM, CIOB, CIBSE

All prices shown are ex-vat.

Choose your course 
and select a date

Your course 
registration checklist

Complete your 
registration

What will  
happen next?

We hope you enjoy your 
Quadrilect experience and 
look forward to hearing  
your feedback.

	  Your membership status: professional body 
membership or non member
	  Accommodation option (if available)
	  Company postal address  
(please also supply invoice address if different) 
	  Email address for joining instructions and invoice
	  Purchase order number (only if required by your 
company for invoicing purposes)
	  Qualification option (where applicable)

Email us at info@quadrilect.co.uk with the information 
from steps 1 & 2 above.

Confirmation of your booking
When you register by email we will confirm the booking 
by reply. If you do not receive any acknowledgement of 
your registration please contact one of the team so that 
we may check your registration has been received.

Joining instructions and invoice
Course joining instructions and invoice will be  
emailed approximately 4-6 weeks prior to your 
start date. Please do not commit to any travel or 
accommodation costs prior to receiving your joining 
instructions confirming the course as we will not be  
able to refund these fees. Payment is required upfront 
before you attend the course.

Terms & conditions
If you cancel within 10 working days from the start 
of your course full fees apply but substitutes will be 
accepted. Cancellations must be made in writing.  
If you wish to transfer your booking to a future date  
we will ask you to settle your invoice in full and a  
further fee of £75+VAT per day will apply. We reserve  
the right to change the venue and the right in  
its absolute discretion to cancel the event.

For organisations or individuals looking to book multiple 
courses throughout the year please contact us for more 
information on our annual training pass, pay one fee and 
gain access to both face to face and online courses for  
12 months. T&Cs apply. For further information call us on 
020 7248 5942 or email us at info@quadrilect.co.uk



  

After attending the Compliance training my outlook of my role has completely changed. 
The course was delivered incredibly well and was written to relate well to every day working 
life within FM industry. Both myself and a senior member of the FM Department attended 
and were able to use the training to adapt to both of our needs at completely different 
levels in our roles. Beth is a very interactive trainer and extremely knowledgeable of her 
industry. I would highly recommend to anyone new in the industry or needing a refresher.

Team Leader, Wales Millennium Centre

twitter.com/quadrilect

facebook.com/quadrilect

info@quadrilect.co.uk

linkedin.com/company/quadrilect

2 Burgon St, London EC4V 5DR

www.quadrilect.com

020 7248 5942

020 7489 7628


