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Welcome to SHARE’s Staff learning & development brochure 
which covers the three months from July to September 2019.

SHARE currently has three learning & development 
brochures:

•  Accredited Courses  

•  Committee/Board Development

•  Staff Development

All of the courses listed can be found on our website where 
you will be able to view a full course descriptor and book your 
place/s. 

SHARE can deliver courses in-house, where and when you 
want and tailored to your organisation’s needs. Remember this 
brochure is just a ‘snapshot’ of what is on offer at SHARE. 

New courses and dates are being added to our website 
continually.

PLEASE NOTE: SHARE DOES NOT CHARGE VAT
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The Scottish Housing Regulator discussion paper “Our Regulation of 

Social Housing” recognised the growing importance of equalities and 

equalities law within the housing sector. The consultation paper stated 

“we (SHR) propose to set clear regulatory requirements on equalities in 

Regulatory Standards…” and “we (SHR) would consider whether we need 

to make any changes to the equality information that we ask for”

This half day course will introduce participants to the key pieces of 

equalities legislation, Equalities Act 2010 and the Human Rights Act 1998, 

explore where they have come from and their implications for Scotland’s 

housing associations and co-operatives. The course will also highlight 

some recent legal cases from south of the border and discuss the 

implications these may have for good practice within different areas of 

our work (including eviction and allocations’ procedures). 

Previously called ‘Introduction to human rights within housing’.

Managers have to deal with all sorts of difficult conversations: 

performance issues; motivating team members; dealing with sensitive 

personal issues and workplace conflicts.  This course is designed to help 

managers and new managers to handle these difficult conversations, 

enabling them to listen effectively, ask the right questions; and tailor their 

approach depending on the subject matter.  There will be a particular 

focus on the effective use of praise and criticism: looking at the benefits 

and pitfalls of delivering praise and criticism incorrectly and the effects 

this can have on employee performance, engagement and morale.

Time: 
9.30am - 12.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Stuart 
Eglington 

Time: 
9.30am -4.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Brian 
Hutcheson

Cost: 
Member £110
Non-member £210

Cost: 
Member £100
Non-member £200

02.07.19

02.07.19

è Equalities, discrimination and the law: 
 what housing staff need to know

è Dealing with difficult conversations – 
Summer sessions

Check out our website for full details www.share.org.uk

Take a look at just some
of our Summer Sessions

courses included in 
this brochure...
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This course is for any staff member whose job involves supporting the 

Committee/Board. In smaller organisations this might be the director 

and in larger ones this could be a senior administrator or compliance 

manager. The Scottish Housing Regulator (SHR) has clearly set out their 

expectations of the Committee/Board. 

Self-assessment, training plans and succession planning are just three 

areas that the SHR will be checking and this will form part of the course. 

Suitable for any staff member working alone in the community and for 

their line managers/supervisors. This session provides guidance on how 

to keep lone workers safe by identifying risks, hazards and solutions 

and will help you to create and develop dynamic risk assessments both 

individually and organisationally to protect lone workers.

This course is suitable for frontline staff who are in regular contact with 

members of the public and service users who may become frustrated, 

upset or aggressive.

Delegates will focus on verbal and non-verbal communication used 

to calm and de-escalate conflict. These methods are intended to be 

successful prior to the need to use any physical intervention or exit 

strategy and includes approaches to providing service, recognition of 

warning signs, de-escalation models and cultural awareness.

Time: 
9.30am - 12.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Angela 
Spence

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Seamus 
Corry

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Seamus 
Corry

Cost: 
Member £100
Non-member £200

Cost: 
Member £195
Non-member £295

Cost: 
Member £195
Non-member £295

04.07.19

08.07.19

09.07.19

è Supporting Committee/Boards -   
 understanding governance

è Keeping lone workers safe

è De-escalating aggression and conflict
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Level – experienced and more confident minute takers only. 

This course is designed for staff who have minute taking experience and 

responsibilities, and are more confident in their capabilities but would like 

to refresh skills and update their knowledge. 

It will explore the finer detail of some of the more difficult aspects of 

minute taking and work on specific issues (identified in advance). 

It will also look at ways to make minutes and meetings more effective, by 

improving both personal approach and organisational process.

This course assumes experience and is not suitable for beginners or those 

fairly new to minute taking and there will be some pre-course work to 

complete.

This course naturally follows on from Joy of minutes 2. 

This course is for new housing practitioners to enable them to better 

understand some of the legal aspects of housing and their practical 

impact on day-to-day duties. This includes setting out the legal framework 

for social landlords in Scotland and gives an overview of the main 

operational areas where legislation directs how things are done.   

This course looks at how to improve practical skills and knowledge for 

new housing staff or recently promoted staff to better understand the 

operating environment of the housing sector. 

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Carol 
Davies 

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Angela 
Spence

Cost: 
Member £195
Non-member £295

Cost: 
Member £195
Non-member £295

10.07.19

16.07.19

è The experienced minute taker 
 – the next level (Joy of Minutes 3) 

è Why do I do that? - An introduction to 
core housing 
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This course is for housing practitioners with responsibility for tenancy 

sustainment who contribute to supporting customers in their tenancy.  

This includes housing officers and staff dealing with specialist functions, 

for example, allocations, arrears, anti-social behaviour and complaints. 

Delegates will look at how to improve avoidable tenancy failures and how 

to develop tools to improve tenancy sustainment, decrease evictions, 

abandonments and early tenancy termination. 

This course is aimed at all staff within housing associations and co-

operatives. Everyone needs to understand their responsibilities in relation 

to GDPR and data protection legislation and how it affects their daily 

work. In recent years a number of housing providers have come under 

the scrutiny of the Information Commissioner and it can be costly, so it’s 

good to know the law and what this means in terms of the data that you 

process.

Following years of speculation, consultation and debate, housing 

associations and co-operatives in Scotland are set to become subject 

to the Freedom of Information (Scotland) Act 2002 (FOISA), with the 

precise date to be agreed through parliamentary vote. 

This full day course provides a pragmatic introduction to the legislation 

and practical, proportionate steps you can take to prepare for compliance, 

building on your organisation’s existing approaches to information 

management, publication and request handling. The course will include 

short discussion sessions, practical exercises and the development of a 

priority-based compliance action plan. 

The course is aimed at staff who will have key roles in preparing for and 

managing FOISA compliance or processing FOI requests.

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Angela 
Spence

Time: 
9.30am - 12.30pm 
Venue: Bob Allan 
Conference Centre
Trainer:  Chris 
Lawrence 

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Heather 
Jack 

Cost: 
Member £195
Non-member £295

Cost: 
Member £100
Non-member £200

Cost: 
Member £195
Non-member £295

17.07.19

18.07.19

19.07.19

è An introduction to tenancy sustainment 

è Data protection update 

è Introduction to the Freedom of 
Information (Scotland) Act 
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This course is for you if you want or need to improve your time 

management skills to ensure you assign adequate time to tasks, don’t 

miss deadlines, don’t let others down and generally take control of your 

working life to maximise your effectiveness and ultimately your use of that 

precious commodity – TIME!

Based on his book, The TRIM Course, Stuart Richardson will take you 

through everything you need to enable you to achieve your maximum 

effectiveness. The unique and easy-to-use tools and techniques enable 

you to take back control of your life, on your terms.

Budgeting tasks are usually preserved for managers to 

carry out, and the inner workings of budget setting and 

responsibility can remain largely mysterious to those not 

involved.  If you are just recently promoted, or looking 

to be promoted in the near future, this session will 

provide valuable insight into the budgetary process: the 

information you require to set a budget; how to assess the 

pressures that your budget may face; how to monitor a 

budget; and how to deal with and report on budget spend.

This is aimed at managers/supervisors and those with additional 

responsibilities for implementing and maintaining fire safety management 

within the workplace, to help ensure the safety of yourself and colleagues 

and ensure there is adequate protection within the workplace and what is 

required by the Fire Service as part of your fire risk assessment.

This course will provide delegates with an insight into fire and its 

behaviour, how to help eradicate fire hazards and will enable you to play 

an active part in the safety of all colleagues and others in an emergency 

situation and to be able to use fire extinguishers confidently, if this would 

be an appropriate course of action.

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Stuart 
Richardson 

Time: 
9.30am - 12.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Brian 
Hutcheson

Time: 
9.30am - 12.30pm 
Venue: 38 
Lansdowne Crescent
Trainer: Peter 
Butcher

Cost: 
Member £195
Non-member £295

Cost: 
Member £100
Non-member £200

Cost: 
Member £100
Non-member £200

22.07.19

23.07.19

23.07.19

è TRIM – managing time differently 

è Introduction to budgeting 
 – Summer sessions

è Fire Marshal/Warden training
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Managing equalities and the requirements of the Equality Act 2010 is vital 

to any organisation in order to provide fair treatment for service users, 

Committee/Board members, staff and job applicants.

This half day session will provide a reminder to staff of the protected 

characteristics defined by the Equality Act 2010 and the various forms of 

discrimination/harassment recognised by the Act.

Developing a well-founded sense of resilience is a must for modern day 

business. In the housing sector this is becoming particularly pertinent with 

many of our frontline staff having to deal with and manage increasingly 

challenging conversations and situations.

This session is designed to provide a platform to allow frontline staff to 

explore both the challenges and possible solutions that will allow them to 

act and feel more confident, and with a greater sense of resilience, when 

dealing with these challenges.

As a new manager, or someone looking to become a manager, you will 

need a basic knowledge and understanding of the common staffing and 

HR issues that your team members are likely to face.  This course will 

give an overview of good practice in various scenarios such as sickness 

absence; disciplinary proceedings; grievances and managing performance.

Delegates will also have the opportunity to discuss scenarios which have 

been challenging to deal with or issues they would like to prepare for in 

the future.

The course is designed to give an introduction to 

these topics and is suitable for delegates with little 

or no previous HR management experience. 

Time: 
9.30am - 12.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Anne 
Robertson

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Heather 
Ballantine

Time: 
9.30am - 12.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Anne 
Robertson 

Cost: 
Member £100
Non-member £200

Cost: 
Member £195
Non-member £295

Cost: 
Member £100
Non-member £200

02.08.19

05.08.19

08.08.19

è Valuing diversity 

è Working with confidence at the frontline

è Common human resources issues for new 
managers – Summer sessions
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According to a recent UK survey Public Speaking has become the most 

important skill required for business success, however it also shows that 

84% of people fear public speaking more than any other business activity.

This course is designed to add sparkle to presentations and will teach you 

the execution skills and techniques required for confident presentations. It 

is primarily designed for participants to use the skills in a number of work 

related scenarios.

The purpose of the training is both to raise awareness and provide some 

detail as to the forthcoming changes in the UK benefits system which will 

impact directly on tenants.

As a consequence of the impact on tenants, this also raises significant 

challenges for the financial operation of housing associations and co-

operatives.

The course is aimed at all staff members who have a role to play in 

providing welfare advice to tenants.  All staff members of housing 

associations and co-operatives should have an understanding of the 

current and forthcoming changes to the benefits system and the impact 

on the ability of their tenants to continue to sustain their tenancies. 

This course is for new and existing housing managers or supervisors 

who have been given responsibility to review and improve services and 

performance within their team or who are trying to implement new ways 

of working to modernise and innovate. 

This course looks at how to ensure that your team are involved in working 

with you to improve and innovate. It considers some techniques which 

managers and supervisors can use to deliver the improvements and offers 

some insight into how to recover when things go wrong! 

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Brian 
Hutcheson  

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Paul 
McCormack 

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Angela 
Spence

Cost: 
Member £195
Non-member £295

Cost: 
Member £175
Non-member £275

Cost: 
Member £195
Non-member £295

12.08.19

13.08.19

19.08.19

è Powerful presentations 

è Welfare rights for housing staff

è Reaching your goals with your team 
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Being able to effectively influence in an assertive manner is a key 

management skill, and this session is designed to allow first line and senior 

managers to explore these essential skills, in this informative and thought 

provoking session.

Delegates will be exploring some theory, in terms of power bases and how 

to recognise and get the best out of ‘push-pull’ influences at work as well 

as considering the perils of manipulation and non-assertion, and how this 

will impact on morale and team performance.

Six different but equally useful levels of assertion will be considered.  The 

art of ‘making and refusing requests’ will also be on the agenda alongside 

recognition of the rights and responsibilities to allow you to influence and 

assert yourself with confidence and impact.

How do you write bespoke policies specific to your organisation which 

are clear, usable and fit for purpose and will assist you to convert strategic 

aims into clear actions? This is a challenge which many policy staff and 

managers face.

This course will provide you with practical experience in writing policies 

and equip you with the skills to produce documents which are user 

friendly and meet the needs of the intended audience. It is suitable for 

anyone who is involved in writing or adapting policies, who is new to 

policy writing or wishing to refresh existing skills.

Time: 
9.30am - 12.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Heather 
Ballantine 

Time: 
9.30am - 12.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Anne 
Robertson

Cost: 
Member £195
Non-member £295

Cost: 
Member £100
Non-member £200

26.08.19

28.08.19

è Power of influence and assertion – essential 
management skills 

è Writing policies - Summer sessions
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Spring Forward, is a development programme delivered over 3 days, from 

the same stable as Springboard and Navigator and is for men and women 

who are either considering a move into a management or leadership role, 

or...eager to progress further in their current management or leadership 

role.

It is an energising programme that provides a necessary boost for people 

enabling them to brush away the cobwebs and take an in-depth look at 

what they are doing and where they are going. It helps people to clarify 

their aspirations and become more focused, boosting their self-motivation 

and positive attitude.

29 August, 4 September and 17 October

Housing associations and co-operatives are uniquely positioned to 

be aware of this sensitive and difficult issue and also to help those 

experiencing it to re-build their lives. 

This course is for all housing staff who work with tenants whether in 

the office or in the tenant’s own home.  It will highlight the impact of 

domestic abuse on the lives of those experiencing it, help delegates 

to spot potential warning signs, enable them to approach such issues 

sensitively and educate them on the specific type of support that a victim 

of domestic abuse may require.

This course is for new and existing senior managers who have the 

responsibility to lead their team to consider new strategies for:-

• service redesign

• improvement or diversification 

• devising new services to meet tenant’s needs 

• ensuring the ongoing viability of their organisation

This course looks at how to lead on strategic planning with your team to 

consider opportunities for strategic improvement within your organisation 

and how best to capitalise on these. 

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Gillian Neish 

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Susan Jack 

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Angela 
Spence 

Cost: 
Member £840
Non-member £1140
(plus £45 for 
workbook)

Cost: 
Member £175
Non-member £275

Cost: 
Member £195
Non-member £295

29.08.19

30.08.19

02.09.19

è Spring Forward

è Domestic abuse awareness 

è Leading effective strategic teams 
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This course is for frontline staff who would benefit from a timely refresher 

session on how complaints should be effectively handled, at ‘stage one’, to 

ensure that SPSO guidelines are understood, appreciated and effectively 

implemented. 

The refresher will be based around an informal ‘question and answer’ 

format, using a ‘quiz type’ approach, where folk will work in pairs to 

discuss each question first, to encourage engaging conversations around 

what could otherwise be a bit of a ‘dry’ subject. 

This course is suitable for any housing staff involved in the process 

of managing breach of tenancy cases for rent arrears and anti-social 

behaviour that proceed to court stage.  It will be delivered by a solicitor 

and will discuss the preparation and paperwork that housing staff must 

complete before initiating proceedings, the procedures that must be 

followed when pursuing legal action and the presentation of cases in the 

courtroom.

Time: 
9.30am - 12.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Heather 
Ballantine 

Time: 
9.30am - 12.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: David 
Young 

Cost: 
Member £110
Non-member £210

Cost: 
Member £110
Non-member £210

06.09.19

06.09.19

è Complaints handling process – refresher 

è Preparing housing staff for court 

This course is aimed at individuals who are either new to factoring or wish 

to obtain a basic grounding of property management within Scotland.

This course will require delegates to work in pairs, groups and individually 

and you will investigate real case studies and examine different types of 

title deeds as part of your learning.

At the end of this course participants will:

• Leave with the basic knowledge in providing a factoring service

• Be able to examine deeds of conditions 

• Be able to identify the required regulation that factors are legally 

bound to follow

• Identify common areas within a property, and

• How to conduct a legally binding owners meeting

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Debra 
Campbell

Cost: 
Member £195
Non-member £295

11.09.19 è Factoring essentials 
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This practical course will provide individuals with guidance in the skills 

and techniques essential to master mental resilience in order to think, 

behave and act efficiently and effectively when confronted by events. 

Given that a determination to deliver is central to effective leadership 

and management, mental toughness is an essential trait that individuals 

require in today’s working environment. The mentally tough have a more 

positive outlook on life and tend to see opportunity where others see 

threat. As a leader or manager, it is fundamentally important that you are 

aware of your own level of mental toughness.

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Brian 
Hutcheson  

Cost: 
Member £195
Non-member £295

25.09.19 è Building mental resilience 

This course is aimed at staff with some responsibility for improving the 

meeting cycle in organisations that would like to standardise approaches 

to all parts of the meeting process, including meeting papers and minutes.

Ideally staff attending should have an understanding of how their meeting 

cycle currently works, some experience of attending and taking minutes, and 

the ability to make recommendations back to the organisation. There will be 

a pre-course questionnaire in order to tailor the session to those attending.

The course will be practical, in that it delegates will explore why a policy/

protocol is beneficial and they will leave with the beginnings of a template 

for further development.  It will also consider any impact of changes 

introduced by the Scottish Housing Regulator this year.

Time: 
9.30am - 12.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Carol 
Davies 

Cost: 
Member £110
Non-member £210

18.09.19 è Meeting and minute protocols – 
creating a policy and template 

Morale is one of those concepts that only seems to show up when there 

is a problem and it is inevitably low. As with most problems, prevention is 

definitely better than cure. 

This course is aimed at managers and supervisors and intends to help 

them view morale as being as much a part of their day-to-day monitoring 

as attendance and time-keeping. Delegates will learn several ways to 

measure morale and handy tips to tease out the finer nuances of any 

morale issues. The course will then look at ways to keep morale up and 

how to boost resilience amongst employees when organisations are going 

through periods of change or difficulty. 

Time: 
9.30am - 12.30pm 
Venue: Bob Allan 
Conference Centre
Trainer: Seamus 
Corry

Cost: 
Member £110
Non-member £210

18.09.19 è Measuring morale and boosting resilience
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What’s coming up - October to December

• Abandoned tenancies and former rent arrears

• An introduction to financial capability for housing staff

• An introduction to meetings and minutes (Joy of minutes 1)

• Dealing with bereavement

• Delivering great customer services at the frontline

• Electrical safety awareness

• Emergency first aid

• GDPR in practice

• High performing teams

• Hoarding awareness

• Housing associations and co-operatives an introduction for staff

• Managing anti-social behaviour

• Performance conversations for managers

• Report writing

• Taking minutes at meetings (Joy of minutes 2)

• Treasury management compliance with CIPFA code

• Universal Credit and maximising tenant income

• Working with vulnerable tenants
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If you are interested in our IT training please let us know.  In-house training 
can be delivered to your requirements. Open course dates will be arranged 
depending on demand.  

Did you know?

Did you know that SHARE deliver a variety of IT courses?

Getting the best from Microsoft Office

Microsoft Word 2010 Basics/Expert

Microsoft Excel 2010 Basics/Expert

Microsoft Access 2010 Basics/Intermediate

Advance formulae in Excel

Manipulating data in Excel

Mailmerge essentials

Upgrading to Office 2013

IT for non IT personnel

Managing your time with Outlook

B
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Did you know SHARE also offer a number of accredited courses 

suitable for staff members?

 

Courses include: 

Fundamentals of factoring

Chartered Institute of Housing Levels 2, 3 and 4

A variety of ILM programmes

First aid at work

SVQ’s levels 2 and 3

City & Guilds Understanding building & managing repairs

Please pick up a copy of our 

Accredited Brochure 2019.

Did you know?
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What else is happening at SHARE?   

Please contact us for further information on the following:

e-learning: 

Why not make learning even easier by signing up to e-learning through 

SHARE.  You can be learning new skills at anytime and anywhere you have 

an internet connection.

In-house: 

SHARE can work with you to deliver training specifically tailored to meet 

your organisation’s objectives. In-house training is tailored, convenient and 

value for money.

Events: 

SHARE deliver a calendar of events each year but did you know we also 

event manage these for other organisations? If this is something you are 

interested in, get in touch.

Modern apprenticeships: 

Why not give a young person a step up in their career as well as bring in 

new skills to your organisation. 

Networks: 

SHARE facilitate networks which are free to members and a small charge 

to non-members.  

•  Chairs’ Network  •  Scottish Factoring Network  •  HR Network  

•  Corporate Services Network

Your next Staff Learning & Development brochure will be with you July 

2019.
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Committee/Board Development

1

Committee/Board 
Development
July to September 2019

LEARN with SHARE

PLEASE NOTE: SHARE DOES NOT CHARGE VAT

3 MONTH BLOCK

Learning & 
Development 

Brochures

Accredited Courses

1

LEARN with SHARE

PLEASE NOTE: SHARE DOES NOT CHARGE VAT

12 MONTH BLOCK

Accredited Courses
January to December 2019

check it out...
new qualifications 
have been added!

Staff Development

1

LEARN with SHARE

PLEASE NOTE: SHARE DOES NOT CHARGE VAT

3 MONTH BLOCK

Staff Development
July to September 2019
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SHARE, Saracen House, 139 Saracen Street, Glasgow, G22 5AZ
T: 0141 370 6877   E: info@share.org.uk   W: www.share.org.uk
Company Limited by Guarantee 14559 (Scotland), Scottish Charity No. SC0 21721

sharehousingtraining    @training_shareFollow us at:


