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PLEASE NOTE: SHARE DOES NOT CHARGE VAT

Please note that SHARE can deliver your training 
remotely.  We are following Scottish Government 
guidelines on safe working practices and hope 
to be back to classroom based learning as soon 
as possible.  We will not expect you to attend 
classroom based learning if it is not safe to do so 
or you feel uncomfortable.  

Training will go ahead remotely.

Welcome to SHARE’S Staff learning & development brochure which 
covers the three months from January to March 2021.

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.
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A word on Covid-19

SHARE understands the stress caused by the uncertainty of COVID-19.  
We appreciate that planning at the moment is difficult however, SHARE 
continues to provide a first-class training experience for our delegates.  

At the time of writing, face-to-face training is not permitted and therefore 
we will continue to provide our training in a virtual setting via Teams, Zoom 
and other blended learning tools.  

All of the courses in this brochure can be delivered face to face as well as 
virtually.  This means we are ready to deliver these courses and you can be 
confident that your learning will not be adversely affected. Please note that 
dates will be as advertised but the time allocated for training may differ in a 
virtual delivery.

Should the guidance change in the coming months, and it is deemed safe to 
return to a classroom style of learning, we will ensure that the necessary risk 
assessments are undertaken.  We want you to feel safe when visiting SHARE.  

There may be some delegates who, for personal or travel reasons, would 
prefer to stick with virtual learning and we are putting plans in place just 
now to ensure this is possible.  

SHARE continues to monitor the situation and will give delegates as much 
notice as possible when face to face training becomes available for their 
chosen course.

The SHARE team. 
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This course is designed for those who work within a factoring role or 

those with a factoring function within their role.   Delegates will examine 

owner occupier debts and what we can do as factors to reduce these 

and address consistent non-payers, as well as the do’s and don’ts of debt 

collection in relation to legislation and the deeds of condition. 

The course will highlight the importance of managing debts from the 

moment a debt arises, and examine the prescriptions and limitations of 

debt collection. Delegates will also explore where debt comes from and if 

there are tools you can put in place to manage this before it arises. 

Delegates will take part in a series of interactive activities and group 

discussions.  

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre/
Virtual
Trainer: TBC

Cost: 
Member £175
Non-member £275

19.01.21

18.01.21 -
25.01.21

è	Data Protection Officer two-day training 

è	Effective collection in factoring

Under Data Protection Legislation, all organisations designated as 

public authorities under Freedom of Information legislation must have a 

mandatory Data Protection Officer and meet the compliance requirements 

associated with this role. From 11 November 2019, all Scottish housing 

associations and co-operatives need to comply with this requirement.

This two-day training course is aimed at providing those individuals 

designated as mandatory Data Protection Officers with the skills and 

understanding to help them fulfil this statutory role. 

It is assumed that attendees will have a basic level of understanding of 

the key concepts and compliance requirements of current data protection 

legislation, as well as the current state of data protection compliance 

within their organisations.

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre/
Virtual
Trainer: Heather 
Jack
Cost: 
Member £390
Non-member £590

Sharps injuries are a well-known risk in the health and social care sector. 

However, many other sectors are also at risk of injuries from sharps. This 

half-day course aims to raise awareness of the risks involved in handling 

sharps and practical instruction on safe handling techniques.

This course is tailored towards social housing organisations, to ensure 

delegates leave the training session with the hands-on experience of 

handling sharps within their work environment.

Time: 
9.30am - 12.30pm 
Venue: Bob Allan 
Conference Centre/
Virtual
Trainer: Grow Training

Cost: 
Member £150
Non-member £250

15.01.21 è Sharps awareness training
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It is good practice to record what was discussed at confidential meetings.  

However, note taking in these circumstances can often be difficult due 

to the sensitive nature of what needs to be discussed.  This session is for 

those who need to take notes in a sensitive or confidential setting, such as 

HR related issues.

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, which 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. 

This course will focus on the five main areas of child abuse and how those 

working in housing services can identify and protect children affected 

and what their legal obligations are in this respect. The course includes 

discussions and illustrations of the definition of a child in need or a 

child at risk of significant harm. It will also allow staff an opportunity to 

discuss their own fears about reporting child protection concerns and to 

become familiar with the possible indicators of a child being abused or in 

danger of being abused.   Case studies will be used to explore the referral 

pathways and response timelines for children being abused or at risk of 

being abused.

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

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre/
Virtual
Trainer: Stephen 
Humphreys 

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre/
Virtual
Trainer: Allan 
Johnston

Cost: 
Member £110
Non-member £210

Cost: 
Member £195
Non-member £295

Cost: 
Member £175
Non-member £275

28.01.21

21.01.21

01.02.21

è Communication in a sensitive setting - note 
taking in confidential meetings

è Preparing housing staff for court

è Child support and protection
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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. 

Concierge, caretakers and estate management staff have an important 

role to play in delivering a more responsive repairs service to tenants. 

These staff are well placed to carry out basic repairs, maintenance and 

inspections relating to the properties in which they work every day.

Using basic building construction terminology of the main fixtures and 

fittings, this practical course empowers staff to report more accurately the 

problems they encounter. This leads to more effective repairs reporting, 

and helps organisations diagnose and carry out repairs on a ‘right first 

time’ basis. 

This course is for new or recently promoted 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.   

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

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre/
Virtual
Trainer: Owen 
McMillan

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

Cost: 
Member £195
Non-member £295

Cost: 
Member £175
Non-member £275

Cost: 
Member £195
Non-member £295

02.02.21

09.02.21

11.02.21

è The experienced minute taker - the next 
level (Joy of minutes 3)

è Repairs and maintenance skills

è Why do I do that? – An introduction to core 
housing
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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 informative course is designed to ensure Housing Associations and 

Co-operatives, and their staff, are aware of what is expected of them when 

they receive a complaint from the public. The Scottish public Services 

Ombudsman (SPSO) are responsible for ensuring complaints are handled 

effectively by most organisations across Scotland, including housing 

associations and Scottish Government agencies or directorates. They are 

also responsible for developing a Model Complaints Handling Procedure 

(MCHP) which associations must be compliant with. 

In March 2021 a new version of SPSO complaint and guidance will be 

implemented.  Housing Associations and Co-operatives will have to 

undergo appropriate training on how to respond to SPSO complaints.

This course provides you with an opportunity to explore your ability 

to hold crucial conversations. A range of different techniques will be 

investigated through the use of practical examples that will encourage 

you to make clear, focused and timely interventions when the need for a 

crucial conversation arises. 

The course gives you the skills to deal with conflict in the workplace 

and identify how to generate more positive results through an effective 

exchange of dialogue.

Time: 
9.30am - 12.30pm 
Venue: Bob Allan 
Conference Centre/
Virtual
Trainer: Caroline 
Graham

Time: 
9.30am - 12.30pm 
Venue: Bob Allan 
Conference Centre/
Virtual
Trainer: Stuart 
Eglinton

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

Cost: 
Member £110
Non-member £210

Cost: 
Member £100
Non-member £200

Cost: 
Member £195
Non-member £295

18.02.21

17.02.21

22.02.21

è Domestic abuse awareness

è The Model Complaints Handling Procedure 
(MCHP) and what does it mean for you!

è Mastering difficult conversations
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This two day course is for those who work within a factoring role or 

those who have a factoring function within their role where they will be 

responsible for examining deeds of conditions.   Delegates will examine 

deeds of condition in detail, using real life examples, and explore the 

clauses within the title deeds and what restrictions these place upon the 

owner of the property or you as the factor. 

Delegates will also discuss why deeds would be amended and how and 

who can do this as well as how to use the Tenement Management Scheme 

(TMS) where deeds are unclear or silent on a particular area.  Participants 

may find it useful to bring deeds of conditions for properties that they 

currently factor, particularly if they feel that these are unclear. 

25 February and 4 March 2021

Cost: 
Member £350
Non-member £550

25.02.21 è Understanding Deeds of Conditions

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

Ensuring you have the right conversation with your customer before their 

tenancy begins is crucial. As well as preparing them for the process of 

managing their tenancy, it helps to ensure less arrears, fewer incidences of 

ASB and that the tenancy in general costs less to manage. For the tenant, 

it can be the start of a real confidence-building journey.

This course is aimed at any staff member who will speak to potential 

tenants and its purpose is to ensure that future tenants are ready for their 

new tenancy offer. 

Time: 
9.30am - 12.30pm 
Venue: Bob Allan 
Conference Centre/
Virtual
Trainer: Patricia 
Gallagher
Cost: 
Member £100
Non-member £200

26.02.21 è Pre-tenancy – essential conversations

Housing professionals often find themselves working alone out in the 

community, and whilst most of the time this poses minimal risks, we must 

be aware of certain factors that can increase the risks we face.

This session is for any housing professional who works alone with 

members of the community.  It will consider safe lone working practices, 

issues which pose a heightened risk, making risk assessments, and what to 

do when you encounter physical encroachments on your personal space 

or violence.

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre/
Virtual
Trainer: Gordon 
Robertson
Cost: 
Member £110
Non-member £210

18.03.21 è Lone working and personal safety 
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Whilst the hope is that it does not happen often, housing staff are likely 

to encounter abandoned tenancies quite regularly.  We may never find 

out why the tenant has walked away from their tenancy but it does leave 

the housing staff dealing with the property with all sorts of headaches: 

notices; timescales; potential court actions; storage; arrears.  

This course aims to make it crystal clear for our delegates exactly what 

the rules in terms of abandoned tenancies are, what procedures they need 

to be following to avoid possible court action by the tenant and how to 

effectively manage former tenant arrears generally.

Time: 
9.30am - 12.30pm 
Venue: Bob Allan 
Conference Centre/
Virtual
Trainer: Janice 
Shields
Cost: 
Member £100
Non-member £200

19.03.21 è Abandoned tenancies and former rent 
arrears

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.

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre/
Virtual
Trainer: Heather 
Ballantine
Cost: 
Member £195
Non-member £295

24.03.21 è Working with confidence at the frontline 

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

meeting cycle, in organisations who 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 to tailor the session to those attending

It will be practical, in that it will explore why a policy/protocol is beneficial 

and attendees will leave with the beginnings of a template for further 

development.

It will also consider any impact of changes introduced by the FOI.

Time: 
9.30am - 12.30pm 
Venue: Bob Allan 
Conference Centre/
Virtual
Trainer: Carol 
Davies
Cost: 
Member £110
Non-member £210

22.03.21 è Meeting and minutes protocols
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The purpose of this training is both to raise awareness and provide some 

detail on the forthcoming changes to the UK benefits system that will 

impact directly on tenants.  As a consequence of their 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 

ensuring the financial stability of their organisation. All staff members of 

housing associations and co-operatives should have an understanding of 

the current and forthcoming changes, as well as their impact on the ability 

of these organisations to continue to operate with financial stability.

Time: 
9.30am - 4.30pm 
Venue: Bob Allan 
Conference Centre/
Virtual
Trainer: Paul 
McCormack
Cost: 
Member £175
Non-member £275

25.03.21 è Welfare rights for housing staff

This course is designed for maintenance staff who are involved in the 

adaptations procedure.  It will provide an overview of the process from 

inception to completion:  dealing with social work requests; funding 

streams available; conducting site visits; preparing briefs for contractors 

and overseeing works.  

The range of adaptations and the benefits and limitations of these will 

be discussed, along with the parameters associations/co-operatives 

must work within. There will also be discussion about the approach to 

adaptations in development or regeneration projects. This should allow 

staff to have more informed dialogue with social work and occupational 

therapists, providing the best service for tenants in need of adaptations 

whilst being mindful of the overall strategic approach.

Time: 
9.30am - 12.30pm 
Venue: Bob Allan 
Conference Centre/
Virtual
Trainer: John 
Bonnar/Alastair 
Black

Cost: 
Member £150
Non-member £250

29.03.21 è Disabled adaptations for maintenance staff

How do you write bespoke policies for 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 adopting policies, who is new to 

policy writing or wishing to refresh existing skills.  

Time: 
9.30am - 12.30pm 
Venue: Bob Allan 
Conference Centre/
Virtual
Trainer: Anne 
Robertson
Cost: 
Member £100
Non-member £200

29.03.21 è Writing policies 
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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?

How to get the best from Zoom 

Working successfully with Microsoft Teams 

Getting the best from Microsoft Office

Microsoft Word 2019/365 Basics/Expert

Microsoft Excel 2019/365 Basics/Expert

Microsoft Access 2019/365 Basics/Intermediate

Advance formulae in Excel

Manipulating data in Excel

Mailmerge essentials

Upgrading to Office 2019/365

IT for non IT personnel

Managing your time with Outlook
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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 – SCQF level 5 and levels 3, 4 and 5

A variety of ILM programmes

First aid at work

SVQ levels 2 and 3 in Housing and Business administration

City & Guilds Understanding building & managing repairs

CIH Level 5 Diploma in Housing Practice

SHARE/CIPFA governance programme

Conducting an assessment (SCQF Level 8 H290 35 GF8P48)

Conducting internal verification (SCQF Level 8 H291 35 GF8R48)

Please pick up a copy of our Accredited Brochure 2021.

Did you know?
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What else is happening at SHARE?   
Please contact us for further information on the following:

Virtual training
Please note that SHARE can deliver your training remotely.  We are following Scottish 
Government guidelines on safe working practices and hope to be back to classroom 
based learning as soon as possible.  We will not expect you to attend classroom based 
learning if it is not safe to do so or you feel uncomfortable.  Training will be carried out 
remotely.

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. Some funding may be available from Skills Development Scotland, 
please get in touch to discuss.

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 April 2021.
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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 145529 (Scotland), Scottish Charity No. SC0 21721

sharehousingtraining    @training_shareFollow us at:


