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Welcome to our new look accredited learning and 
development brochure covering January to December.
 
It is now much easier to secure your place on all of your learning and 
development through SHARE.
 
Each course now has a direct link to our website where you can find out 
more about the course content and easily book your place/s to attend.  
Just click the ‘book now’ button which is located under the course date.
 
You will start to see other changes in our communications, such as our 
e-blasts and newsletters along with our website.  This will all take some time 
and your feedback as things are updated is more than welcome.  You can 
get in touch at any time to info@share.org.uk
 
If you haven’t yet subscribed to our e-blast communications you can 
do that HERE.
 
Don’t forget to follow us on social media.

sharehousingtraining    @training_share share-ltdFollow us at:

sharehousingtraining    

@training_share

 share-ltd



Accredited

Institute of Residential Property Management (IRPM)

Chartered Institute of Housing (CIH)

Customised Awards

Institute of Leadership & Management (ILM)

Scottish Vocational Qualifications (SQA)

City & Guilds (Understanding buildings and managing repairs)

CIPFA

Also Available 

pg 5

pg 8

pg 12

pg 13

pg 18

pg 20

pg 21

pg 24

è Contents



Our training delivery

Since March 2020, the vast majority of our training courses have been 
delivered online.  Feedback from our customers is that this method suits 
them in terms of flexibility, managing time and other workloads.

As a sense of normality returns to all aspects of life, our training delivery 
methods continues to be a live conversation here at SHARE. Whilst our 
customers continue to indicate a preference for online learning, this will be 
our default mode of delivery.

However, some of our courses do require an induction session, which we 
have decided will be delivered in person in 2023.  This allows delegates 
to meet their tutor and fellow classmates for the first day of teaching and 
revert to online classes thereafter. However, we are willing to do a hybrid 
approach for those that cannot make the induction on the first day. We 
hope that this allows for greater networking whilst maintaining flexibility. It 
will be outlined in the brochure where in-person inductions are offered.

Our top priority is to ensure that our customers receive top quality training 
in a manner that suits them.

If you would like to discuss the above further or would like to arrange any 
course in-house and wish to do so face-to-face, please contact Olwyn 
Gaffney on ogaffney@share.org.uk.
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è Institute of Residential Property Management (IRPM)

UNITS

Unit 1 – The fundamentals of property management – an introduction

This unit will introduce you to factoring in Scotland, including deeds of 
condition as well as factoring policy and compliance. Using practical 
examples throughout, it introduces participants to the Property Factors 
(Scotland) Act 2011 and the code of conduct and property deeds of 
condition. 

Unit 2 – The fundamentals of the legal framework in a factoring 
operation  

This unit aims to increase your basic understanding of the legislation 
that property factors must adhere to when carrying out their duties. 
Throughout this unit we utilise the regulatory framework that factors must 
follow, as well as examining property deeds of condition.  

Unit 3 – The fundamentals of a factor’s financial obligations

This unit will provide you with the financial know-how required when 
offering a factoring service, as well as information on the financial 
obligations of running a factoring service. Using real examples, you will 
examine regulations and property title deeds in detail as part of your 
learning. 

Unit 4 – The fundamentals of building maintenance and managing 
repairs in common property

This unit will give you an overview of the factor’s role in maintaining 
common property, including carrying out inspections to common 
areas, proposing works in line with deeds of condition, and utilising the 
Tenement Management Scheme when deeds are unclear. This practical 
unit looks at real repair examples as well as the regulatory guidance when 
carrying out repairs. 

Time: 
9.30am - 4.30pm 
Trainer: Ronni 
McMenemy

Cost: 
Member £1,250
Non-member £1,930

BOOK NOW

BOOK NOW

For a full 
breakdown of costs 
and per module 
rates, please visit 
the SHARE website: 
www.share.org.uk

Fundamentals of factoring is a SHARE training programme endorsed by the Institute of Residential 

Property Management (IRPM). Completion of this programme leads to Associate membership of the 

IRPM (AIRPM).

This programme, which consists of six units, has been designed for all staff involved in the delivery 

of factoring services, including property managers, surveyors, housing assistants, finance officers 

and assistants, customer service staff, repairs and maintenance officers, as well as those involved in 

the management of complaints and regulatory compliance. 

IRPM is the UK’s leading professional property management body offering qualifications and 

accreditation. SHARE is the only organisation in Scotland delivering this nationally recognised IRPM 

course. 

Delegates can attend individual classes, but must attend all six and pass the assessment to gain 

certification.

Fundamentals of Factoring (IRPM) Associate course

02.03.23                              

23.11.23                              
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Unit 5 – The fundamentals of customer service excellence and meeting 
standards 

This unit will give you a background on how factors communicate with 
their customers. We will look at: customer satisfaction and how this is 
measured, including the different ways in which owners can get in touch 
with the factor; all forms of communication and the regulatory framework; 
and how factors publicise their factoring service and feedback, including 
newsletters and websites. This is another practical unit and participants 
work through case studies as part of the course.

Unit 6 – The fundamentals of delivering a factoring service

This unit focuses on the legal obligations on property factors to carry out 
inspections and the legal implications of getting it wrong. As well as using 
the deeds of condition and government legislation as a guide to carrying 
out inspections, we also explore the day-to-day running of delivering a 
service and the stakeholders that factors work alongside to deliver that 
service. 

Assessment 

Once you have completed all six units of the programme, you can sit the 
three-hour exam. A separate session is available prior to the assessment 
for those who require last minute revision. 

Additional costs 

IRPM ASSOCIATE MEMBERSHIP COSTS – There is a one-off joining fee 
of £275, which must be paid prior to starting the exam (this includes the 
affiliate fee, examination, marking and certification as well as the first 
year’s associate fee). Thereafter, there is an annual subscription fee for 
your Associate Membership of the IRPM, which is expected to be £95 and 
is payable by awarded students.

For any exam resits, there is a charge of £105.

Virtual Dates
1, 15 & 29 March, 12 & 26 April, 10 May and 30 May (assessment)

23 November 2023, 7 & 21 December 2023, 11 & 25 January 2024 and 8 & 
29 February 2024 (Assesment)
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Cost: 
Member £500
Non-member £590

This course is the next level on for those who have already attended the 
IRPM fundamentals of factoring course and passed the Associate exam. 
The course is delivered over 2-days with access to study materials, 6 
eLearning units and practice exams to prepare you for the IRPM online 
exam.

Candidates undertaking this qualification are required to demonstrate 
competence in six direct job-related skills areas, each of which is core 
to carrying out professional property factoring, as well as provide an 
opportunity to develop specific expertise within specialist areas.

On completion of this course delegates will achieve the Professional 
Diploma in Property Factoring at designed at SCQF Level 8. Candidates 
will also be able to use MIRPM in their correspondence with factored 
homeowners.

16th February and 15th of March

5th of July and 16th of August

Time: 
9.30am - 4.30pm 
Trainer: Debra 
Campbell

è Professional Diploma in Property  
Factoring in Scotland

BOOK NOW

BOOK NOW

16.02.23                              

05.07.23                              
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https://www.share.org.uk/upcoming-courses/get-a-qualification/irpm-professional-diploma-in-property-factoring-scqf-level-8
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Chartered Institute of Housing (CIH) courses are aimed at staff who are considering a career in 
housing or looking to progress in their career. The courses available are suitable for those who are 
new to the sector or have been in the sector for several years. You can now study CIH Levels SCQF 
5 (previously level 2), 3, 4 and 5 through SHARE. Studying these courses will also give you student 
membership of the CIH for the time you are studying. The CIH Level 5 Diploma will operate on an 
interest list basis, and dates will be set once the minimum numbers of delegates have expressed 
interest.

To help customers get a quick insight into the broad themes of each CIH course, we have created 
badges which indicate the level of detail or focus of the course.  Courses such as CIH SCQF level 5 
are contextual, they explain the basics in the sector and the history of social housing and its place in 
the housing market. CIH level 3 courses are practical in that they will address issues that come up in 
the day-to-day workload of a housing professional, such as rental income management or housing 
construction and maintenance. CIH level 4 courses are more strategic in their focus and will look at 
the underpinning law and policy of the housing sector.

We hope this will help delegates see “at a glance” the level of detail in each course, however our 
L&D team are always available to discuss this further with you if you are unsure which course would 
be suitable for you or a member of your team.

è  Chartered Institute of Housing (CIH)

SCQF level 5
Contextual

CIH 3
Practical

CIH 4
Strategic
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First day in person 

This course is ideal for: staff who are either new to housing 
or want to move into housing as a career; Committee/Board 
members or anyone who is considering a career in housing; 
tenants and residents who want to explore housing topics to 
enhance their personal involvement and understanding of housing issues. 

This course has recently been updated to include an asset, repairs, and 
maintenance module. This aims to give learners an understanding of how 
their organisations’ assets should be managed and maintained. 

This is the foundation qualification for a career in housing.

8th March, 19th April, 6th June, 11th July and 15th August

5th September, 3rd October, 7th November, 14th December  
and 31st January

Time: 
9.30am - 4.30pm 
Trainer: Eileen 
McCallum

Cost: 
Member £675
Non-member £875

08.03.23                              

05.09.23

22.11.23

è CIH SCQF Level 5 Certificate in Housing 
Practice (formerly CIH Level 2)

BOOK NOW

BOOK NOW

First day in person

This course is aimed at those individuals working within a 
housing management team who are looking to consolidate 
their learning. Participants may have already completed the 
CIH SCQF level 5 although this is not a mandatory requirement, 
those with suitable relevant experience may also join. 

Moving on from the contextual learning of the CIH SCQF level 5, the 
content of this course gives participants a comprehensive overview of the 
operational tasks of a housing team. Using practical examples, learners 
will cover 8 units including: the housing system; repairs and maintenance 
in housing organisations; occupancy, tenure and lettings; rental income 
management; customer service in housing and equality and diversity in 
housing.

4th April, 2nd May, 6th June, 4th July, 8th August, 5th September, 3rd 
October and 7th November

22nd November, 19th December, 17th January, 21st February, 20th 
March, 17th April, 22nd May and 19th June

Time: 
9.30am - 4.30pm 
Trainer: Jane 
Heppenstall 

Cost: 
Member £1,100
Non-member £1,400

04.04.23 è CIH Level 3 Certificate in Housing Practice 

BOOK NOW

BOOK NOW
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https://www.share.org.uk/upcoming-courses/get-a-qualification/cih-scqf-level-5-certificate-in-housing-practice-formerly-cih-level-2
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https://www.share.org.uk/upcoming-courses/get-a-qualification/cih-level-3-certificate-in-housing-practice


Cost: 
Member £850
Non-member £1,150

First day in person

This course is ideal for staff who have been working in 
the sector for a few years or who have already completed 
the Level 3 course. This qualification provides individuals 
with technical knowledge and understanding across a broad range of 
housing practice at management level, including housing policy, law and 
professional practice, supporting personal development. 

SHARE takes a blended learning approach to reduce the time required 
for class contact, as requested by students. The course is delivered over 
six classes and combines tutor, email and telephone support with learning 
using SHARE’s e-learning platform.

Learning methods include class contact, group exercises, reflection, 
e-learning, formative and summative assessment.

21st November, 9th January, 20th February, 2nd April and 14th May

Time: 
9.30am - 4.30pm
Trainer: Patricia 
Gallagher & Gary 
Dalziel

Cost: 
Member £1,800
Non-member £2,100

04.10.23 è CIH Level 4 Certificate in Housing Practice 

BOOK NOW

First day in person

This course is designed for housing professionals, primarily 
those working in a maintenance or technical role. It will assist 
and enable them to support the maintenance operation 
within their organisation. It may also be suitable for individuals who have 
worked in other housing roles and are looking to develop their technical 
knowledge.  

The course focuses on the knowledge required to deliver a repairs and 
maintenance programme within a housing association, but also considers 
the function within the wider context of an organisation.

17th May, 21st June and 2nd August

12th December, 9th January and 13th February

Time: 
9.30am - 4.30pm 
Trainer: Jane 
Heppenstall

19.04.23 è CIH Level 3 Certificate in Housing 
Maintenance and Asset Management 

BOOK NOW

BOOK NOW

14.11.23

CIH 4
Strategic
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First day in person

This course is designed for those housing professionals 
who are seeking or are currently employed within either a 
management or senior technical role.  It is aimed at those 
who are responsible for managing repairs budgets and 
contributing to management reports, those that already have either the 
level 3 qualification or have experience of working in a supervisory or 
management role in housing maintenance. 

The course will focus on the knowledge required to successfully deliver 
a repairs and maintenance programme within a housing association 
including financial management, procurement, the legal framework for 
repair and maintenance and performance management for a responsive 
repairs service. 

28th March, 10th May, 21st June, 2nd August and 13th September

Time: 
9.30am - 4.30pm 
Trainer: Jane 
Heppenstall, 
Graeme Aitken and 
Gary Dalziel

Cost: 
Member £1,800
Non-member £2,100

15.02.23 è CIH Level 4 in Managing Housing 
Maintenance 

BOOK NOW

CIH 4
Strategic
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Time: 
5.30pm - 7.30pm 
Trainer: Olwyn 
Gaffney

Cost: 
Member £595
Non-member £895

15.03.23
BOOK NOW

BOOK NOW

06.09.23

è Customised Awards for Governing Body members

See below for a selection of unique training programmes, designed and delivered only  
at SHARE to assist your committee/board members to develop and grow.

This course is for all Committee/Board members, but it is recommended 
that candidates have served on their Committee/Board for at least one 
year. The qualification helps to develop the skills, essential knowledge and 
understanding required to be an effective Committee/Board member. It 
also demonstrates continued learning for Committee/Board members in 
line with the Scottish Housing Regulator’s recommendations.

The GOSHA award was designed in partnership with Committee/Board 
members for Committee/Board members.

This session is an induction and delegates work through the qualification, 
gaining evidence from their role. There will be an opportunity to come 
together to share experiences and network.

The role of the Chair is becoming ever more complex, and you’re 
having to juggle lots of issues whilst providing leadership and vision. 
You are helping to ensure your organisation performs well and satisfies 
various regulators. You are having to ensure sound governance, whilst 
representing the organisation at meetings or openings; whilst making sure 
your Committee/Board is happy as well as your Director/Chief Executive. 
The Chair can be a lonely place.

This programme consists of 7 evening sessions, and you would have the 
opportunity to learn about: your role as a chair, effective leadership of the 
Committee/ Board, managing meetings and building key relationships.

The accreditation is based around you learning-by-doing and by 
reflecting on your own experiences as well as the experience of your 
fellow Chairs.

The programme is endorsed by the Institute of Leadership and 
Management (ILM) and each delegate will be expected to complete some 
assignments. These help to embed the learning and ensure that you get 
the most from the experience.

10th October, 14th November, 12th December, 9th January, 13th February 
and 12th March

Time: 
5.30pm - 7.30pm 
Trainer: Patricia 
Gallagher

Cost: 
Member £875
Non-member £1,075

10.10.23

è Governance of Scottish Housing 
Associations (GOSHA) SQA Customised Award

è Chairing the Committee/Board of a charity, 
association or co-operative – ILM Endorsed 
ProgrammeBOOK NOW
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09.02.23

03.10.23

This thought-provoking and highly practical programme provides a 
superb platform for both practicing and aspiring team leaders to explore, 
develop and fine tune their team leading skills whilst working towards 
achieving an internationally recognised, vocational award from The 
Institute of Leadership & Management (ILM) – www.i-l-m.com.

The course comprises four core units and offers learners an excellent 
learning platform that will provide them with greater skills as well as 
knowledge and confidence to lead their team more effectively. 

9th February, 22nd March and 19th April

Time: 
9.30am - 4.30pm 
Trainer: Heather 
Ballantine

Time: 
TBC
Trainer: Steve Homer, 
Duncan McLeary & 
Owen McMillan

Cost: 
Member £1,550
Non-member £1,850

è Leadership & team skills (ILM Level 2 award 
in Leadership and Management)

BOOK NOW

The Institute of Leadership & Management (ILM) is the UK’s largest management body with 
internationally recognised qualifications, offering a wide variety of courses for those looking for a 
management qualification. 

SHARE works with trainers who are experts in the topics they deliver and has developed a variety 
of courses at Levels 2, 3, 4 and 5 suitable for aspiring managers, junior managers and senior 
managers. 

ILM courses are accredited and delegates are required to sit an assessment to achieve this. If you 
do not require the ILM qualification, the courses can be taken without assessment.

è  ILM courses 

This ILM level 3 award has been designed to help colleagues in the sector 
who are looking to advance their career in the maintenance/technical or 
development side of the business.  It will focus on three key areas of the 
service that will help technical staff develop their skills in management or 
in anticipation of a management role.

3rd October, 17th October and 1st November

Cost*: 
Member £750
Non-member £1,050

è Technical Management (ILM Level 3 award)

BOOK NOW

* Please note that the discount is applied for 
learners who attend the full award at level 
3. Should you choose to do one or two units 
only this discount will not apply.
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This course is for anyone who will be acting on behalf of their organisation 
to negotiate and award contracts on behalf of their organisation, and 
manage them alongside the contractors. It is ideal for those in technical 
services or development roles who want to develop their knowledge, 
understanding and skills in this area. 

Delegates cover a range of topics including basic contract law, types 
of contracts and contracts management, as well as contractor selection 
process and procedures tools. 

Time: 
9.30am - 4.30pm 
Trainer: Owen 
McMillan

Cost: 
Member £280
Non-member £380

17.10.23 è Understanding how to manage contracts 
and contractors in the workplace

BOOK NOW

03.10.23 è Managing projects in the workplace

BOOK NOW

Time: 
9.30am - 4.30pm 
Trainer: Steve 
Homer

Cost: 
Member £280
Non-member £380

This course takes place over two half-day sessions. It is particularly aimed 
at staff in maintenance and technical services or those who have a role 
in development and projects which have a clearly definable beginning, 
middle and end. 

The course will help you to develop your knowledge and understanding 
of managing workplace projects, as well as introducing you to project 
management tools that ease the project management task. 
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This unit has been created specifically for those working in maintenance, 
technical services or who have a role in development where you are, or 
will be, involved in procuring goods and services for your organisation. 
This unit will explore the procurement and supplier management context; 
awareness of relevant legislative and ethical compliance in the Housing 
sector; procurement procedures and planning; typical procurement 
activities & purchases in housing; exploring supply chains and the 
selecting and monitoring of suppliers and specialists. 

 Time: 
9.30am - 4.30pm 
Trainer: Duncan 
McLeary

Cost: 
Member £280
Non-member £380

01.11.23 è Understanding procurement and supplier 
management in the workplace 

BOOK NOW
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This course is for anyone who needs to understand the role that budgets 
play in the daily routines of the workplace. It is specifically aimed at those 
who want to progress in their career and who recognise that in order to 
do so, that they will need to get their head around the money!

The purpose of this introductory course is to develop your knowledge 
and understanding of costs and budgets in your association/co-operative 
and particularly in your department.Cost: 

Member £280
Non-member £380

07.06.23 è Understanding costs and budgets in your 
organisation

BOOK NOW

ILM Module Level: 3
Time: 
9.30am - 4.30pm 
Trainer: Gary Dalziel

è  ILM Units

16

This course has been created specifically for those working in 
maintenance and technical services or who have a role in development 
or will be expected to manage risk, either within a project or generally in 
their day-to-day activities. 

It has been devised especially for those who want to strengthen their CV, 
build their confidence and progress from assistant to officer level. 

Cost: 
Member £280
Non-member £380

è Managing risk in the workplace

BOOK NOW

Time: 
9.30am - 4.30pm 
Trainer: TBC

15.03.23

https://www.share.org.uk/upcoming-courses/get-a-qualification/understanding-costs-and-budgets-in-your-organisation
https://www.share.org.uk/upcoming-courses/get-a-qualification/managing-risk-in-the-workplace


First day in person

The SHARE management programme will provide those new to 
management or aspiring managers in the housing sector the tools and 
techniques to lead a team or organisation at a senior level. Ideally you will 
be ready to step up to a new role at a more senior level or are looking to 
enhance your current management skills within your management role. 
The programme will span over 12 months, during which attendees will 
attend a day release learning activity once every 6 weeks to continue 
to build knowledge and skills and to transfer that learning into the 
workplace.

Attendees will also benefit from one-to-one meetings with their housing 
mentor who will be there to support them on to the next level in their 
careers. Mentors will be senior leaders from across the sector. Each 
delegate on the programme will be carefully matched up with a mentor 
who best suits their career goals.

The key aims of this programme are to support the development of 
junior managers or those aspiring to become the manager of tomorrow 
within the social housing sector. As such, this course will cover standard 
management practices required for senior managers as well as more 
specialist topics relevant to management with the social housing sector.
The SHARE Management Development Programme also has the benefit of 
being an approved Institute of Leadership and Management programme 
which will give learners access to a suite of leadership and management 
resources via their online portal, and upon completion of this course 
participants will receive membership and certification from the institute of 
leadership and management.

Individual units are listed below:

• The ideal leader 
• Business planning – linked to strategy
• Goal setting with your teams – to meet strategic and operational 
   objectives
• Managing change within an organisation
• Creating & managing budgets in the social housing sector
• Working with the regulator as a housing leader
• Project management – to meet business vision, strategy, and objectives
• Working with Committee/Boards or Governing Bodies
• Coaching for success

6th June, 4th July, 8th August, 5th September, 3rd October, 7th 
November, 5th December and 10th January

18.04.23 è SHARE Management Development 
Programme

ILM Module Level: 4
Time: 
9.30am - 4.30pm 
Trainer: Gary 
Dalziel, Dorothy 
Bulmer, Patricia 
Gallagher and Steve 
Homer 

BOOK NOW
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Scottish Vocational Qualifications (SVQs) are SQA qualifications; candidates demonstrate their 
competency in specific tasks by providing evidence of work they carry out in their job role. 
Candidates will upload evidence to an online portal which will be assessed by a SHARE assessor. 
These qualifications take approximately 6-12 months to complete, depending on the level. Your 
assessor will be on hand to assist and answer any queries you may have. 

è  Scottish Vocational Qualifications (SVQs)

Business administration (SVQ Level 2) is the qualification for you if you do 
general administration tasks.

This is an entry level qualification aimed at junior members of staff or 
those new to the sector.

To achieve the SVQ in Business administration at Level 2, candidates 
need to complete six modules; three core and three optional, showing 
competency in the workplace.

Time: 
9.30am - 12.30pm 
Trainer: Olwyn 
Gaffney

Cost: 
Member £1,050
Non-member £1,400

15.03.23

19.09.23

è Business administration (SVQ Level 2)

BOOK NOW

BOOK NOW

07.03.23

14.09.23
BOOK NOW

BOOK NOW Business administration (SVQ Level 3) is the qualification for you if you 
already have approximately two years’ experience of administration and 
work as part of a team, but can also have some autonomy when making 
decisions in your job.

To achieve the SVQ in Business administration at Level 3, candidates 
need to complete eight modules; three core and five optional, showing 
competency in the workplace. This is normally completed over a period 
of nine to twelve months.Time: 

1.30pm - 4.30pm 
Trainer: Olwyn 
Gaffney

Cost: 
Member £1,400
Non-member £1,900

è Business administration (SVQ Level 3)
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This is an entry level qualification aimed at junior members of staff or 
those new to the sector. It covers customer service, IT, working with your 
team with a choice of housing management or repairs.

To achieve the SVQ in Housing at Level 2, candidates need to complete 
six modules; three core and three optional, showing competency in the 
workplace. This is normally completed over a period of nine to twelve 
months.

Time: 
9.30am - 12.30pm 
Trainer: Julie-Ann 
Cloherty

Cost: 
Member £1,050
Non-member £1,400

è Housing (SVQ Level 2)

21.03.23

05.09.23

This qualification follows on from the SVQ Level 2 in Housing and is aimed 
at staff who have responsibility for tasks or for supervising others.

To achieve this qualification at Level 3, candidates need to complete eight 
modules; three core and five optional.

This is normally completed over a period of nine to twelve months.

Cost: 
Member £1,400
Non-member £1,900

08.03.23
20.09.23

è Housing (SVQ Level 3)

BOOK NOW

Time: 
1.30pm - 4.30pm 
Trainer: Julie-Ann 
Cloherty

This qualification is for you if you work within a concierge setting and/or 
carry out facilities management tasks in the work you do. 

To achieve the SVQ in Facilities services at Level 2, candidates need to 
show competency in the workplace carrying out the task. There are three 
mandatory units and three optional units. These can be chosen according 
to the areas of work undertaken on a daily basis. 

This is normally completed over a period of nine to twelve months.  

Cost: 
Member £1,050
Non-member £1,400

12.09.23
14.03.23 è Facilities services (SVQ Level 2)

BOOK NOW

Time: 
9.30am - 12.30pm 
Trainer: Debra 
Campbell  

BOOK NOW

BOOK NOW
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https://www.share.org.uk/upcoming-courses/get-a-qualification/housing-svq-level-3
https://www.share.org.uk/upcoming-courses/get-a-qualification/facilities-services-svq-level-2
https://www.share.org.uk/upcoming-courses/get-a-qualification/business-administration-svq-level-2-september-2023
https://www.share.org.uk/upcoming-courses/get-a-qualification/housing-svq-level-2


This City & Guilds Accredited programme has been designed specifically for non-technical staff 
involved in customer relations and repairs ordering, including administrative staff, receptionists, 
repairs centre staff, housing assistants, officers and customer service staff. It is also helpful for those 
managing staff who have repairs reporting responsibilities.

The programme consists of five modules, which can either be taken together or as standalone one-
day courses. After attending the five modules, delegates can take the assessment. On successful 
completion, delegates receive a certificate for the programme. The five modules must be completed 
within a twelve month period.

Delegates are advised to book the full programme and sit the final assessment to achieve the 
qualification. For further information on each of the modules and to book your place, please visit the 
SHARE: www.share.org.uk

è  Understanding Buildings & Managing Repairs
 (City & Guilds Accredited Programme)

Building construction
Trainer: Owen McMillan

Gain a basic knowledge of building construction, covering foundations, 
walls and roofs and associated common maintenance problems.

Damp & condensation in buildings
Trainer: Owen McMillan

Delegates will examine the causes, effects and remedies for damp, 
condensation, rot and infestation in buildings.

Heating, lighting & power
Trainer: Owen McMillan

Delegates will gain knowledge of how electrical heating and lighting 
systems work in domestic properties and the common problems that are 
reported.

Plumbing & drainage
Trainer: Owen McMillan

Learn about the water supply, distribution, drainage and waste systems in 
houses, including gas heating and associated problems.

Building maintenance & reporting repairs
Trainer: Mags Brownlie 

Review the common problems reported for domestic properties and 
understand the legal and regulatory obligations to classify, record and 
communicate these accurately for repairs and maintenance.

30th May, 14th June, 28th June, 12th July and 2nd August (Exam)

22nd November, 6th December, 19th December, 9th January and 30th 
January (Exam)

Time: 
9.30am - 4.30pm 

Cost: 
Member £1,075
Non-member £1,425

16.05.23

08.11.23
BOOK NOW

BOOK NOW

For a full 
breakdown of costs 
and per module 
rates, please visit 
the SHARE website: 
www.share.org.uk
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https://www.share.org.uk/upcoming-courses/get-a-qualification/understanding-buildings-managing-repairs-november-2023
https://www.share.org.uk/upcoming-courses/get-a-qualification/understanding-buildings-and-managing-repairs


SHARE is pleased to introduce a new three-day course developed 
exclusively for SHARE and delivered by CIPFA focusing on good 
governance practice in the Scottish social housing sector. This course is 
suitable for those who work in corporate governance and would like to 
deepen their knowledge alongside one of the most recognisable names in 
finance and accountability.  

Day 1 of the programme will consider governance good practice and 
accountability; beginning with a look at what is governance and what 
good governance looks like; then moving on to issues such as self-
assessment; statutory accountability; governance success and failures.

Day 2 then considers governance and the board, looking at what it 
means to be fit for purpose; decision making by the board; roles and 
responsibilities; servicing the board induction training and information for 
board members; and managing media and communications.

Day 3 of the programme concludes looking at internal assurance, control, 
process and procedures; drilling down into topics such as appraisal and 
performance management, customer complaints, Freedom of Information 
and Data Protection and whistleblowing.

On conclusion of the programme, delegates will be required to submit 
a reflective assignment in order to be issued with a certificate of 
attendance for this programme.

5th October and 9th November

Cost: 
Member £1,200
Non-member £1,600

07.09.23 è SHARE/CIPFA Corporate Governance 
Programme 

BOOK NOW

Time: 
9.30am - 4.30pm 
Trainer: Steve 
Mungavin

è  CIPFA 
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https://www.share.org.uk/upcoming-courses/training-courses/sharecipfa-governance-programme


Did you know that an estimated 555,000 workers in Britain sustained an 
injury at work in 2017/18? The Health and Safety (First Aid) Regulations 
1981 require all employers to make arrangements to ensure their 
employees receive immediate attention if they are injured or taken ill at 
work. This includes carrying out a risk assessment, appointing a suitable 
amount of first aiders and providing appropriate first aid training. 
However, having the correct first aid provision in the workplace is not just 
a legal requirement, it is incredibly important for the safety of all members 
of staff! 

The QA Level 3 Award in First Aid at Work (RQF) qualification is 
specifically designed for individuals who wish to act as a first aider in 
their workplace. Successful candidates will learn how to manage a range 
of injuries and illnesses that could occur at work and will be equipped 
with the essential skills needed to give emergency first aid. What’s 
more, as a regulated qualification, employers can book this course for 
their employees and rest assured that they have fulfilled their legal 
responsibilities for providing quality first aid training, without having to 
undertake any lengthy due diligence checks. Is your Workplace Prepared? 

16th February and 22nd February

Cost: 
Member £250
Non-member £350

08.02.23 è First Aid in the Workplace 

BOOK NOW

Time: 
9.30am - 4.30pm 
Trainer: Graeme 
Kilgour

The Health and Safety (First Aid) Regulations 1981 require all employers 
to make arrangements to ensure their employees receive immediate 
attention if they are injured or taken ill at work. This includes carrying 
out a risk assessment, appointing a suitable amount of first aiders and 
providing appropriate first aid training. However, having the correct 
first aid provision in the workplace is not just a legal requirement, it is 
incredibly important for the safety of all members of staff! 

The QA Level 3 Award in Emergency First Aid at Work (RQF) 
qualification is designed for individuals who wish to act as an emergency 
first aider in their workplace. Upon successful completion of this 
qualification, candidates will be equipped with the essential skills needed 
to give safe, prompt and effective first aid in emergency situations.

What’s more, as a regulated qualification, employers can book this course 
for their employees and rest assured that they have fulfilled their legal 
responsibilities for providing quality first aid training, without having to 
undertake any lengthy due diligence checks.

Cost: 
Member £125
Non-member £225

12.09.23 è Emergency First Aid at Work

BOOK NOW

Time: 
9.30am - 4.30pm 
Trainer: Graeme 
Kilgour 
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https://www.share.org.uk/upcoming-courses/get-a-qualification/qa-level-3-award-in-first-aid-in-the-workplace-2
https://www.share.org.uk/upcoming-courses/get-a-qualification/qualsafe-awards-first-aid/qa-level-3-award-in-emergency-first-aid-at-work-2


Did you know 1 in 4 people in the UK are likely to experience mental 
health problems each year? Mental health is just as important as physical 
health, yet whilst we know how to take care of our own physical health, 
many people do not know how to support relatives, friends and even 
colleagues who are experiencing poor mental health. By developing a 
greater understanding of common mental health issues, as well as how 
best to support and guide someone to professional help, you can help 
further reduce the stigma associated with mental health in the UK. 

The QA Level 3 Award in Mental Health First Aid in the Workplace (RQF) 
is a regulated and nationally recognised qualification that has been 
specifically designed for those who would like to raise their awareness 
of mental health, develop an understanding on how best to support, 
reassure and signpost colleagues to professional support. What’s more, 
candidates will develop the knowledge, skills and confidence to actively 
promote positive mental health within their workplace, making it an ideal 
qualification for mental health champions/first aiders, human resources, 
managers, supervisors and team leaders.

1st March and 8th March

Cost: 
Member £200
Non-member £300

01.03.23 è Mental Health First Aid in the Workplace  
(2 day course) 

BOOK NOW

Time: 
9.30am - 4.30pm 
Trainer: Graeme 
Kilgour
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https://www.share.org.uk/upcoming-courses/get-a-qualification/qualsafe-awards-first-aid/qa-level-3-award-in-mental-health-first-aid-in-the-workplace


SHARE have a selection of courses which can be delivered when in demand.  The courses below  
will be arranged when we have sufficient numbers interested. The are always available for delivery 
in-house.

è  Also available

First day in person 

This level 5 diploma in housing is comparable to a second year of 
undergraduate degree.  This course aims to provide knowledge and 
understanding across the housing sector and will cover a range of topics 
considering areas of ethics, leadership, strategic planning for housing and 
relationships.  
 
Although there are no set entry requirements for CIH courses we would 
recommend that you already be working in a housing related industry, at 
a management or supervisor level with a minimum of 2 years’ experience 
and that you have completed the CIH level 4 certificate in housing.  This 
course will delivered via a blended learning approach either at SHARE 
training facilities or using SHARE’s eLearning portal over a period of 6 
days over a 12 month period.

Time: 
9.30am - 4.30pm 
Trainer: Gary Dalziel/
Patricia Gallagher

Cost: 
Member £1,800
Non-member £2050

TBC è CIH Level 5 Diploma in housing

BOOK NOW
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All organisations need to evolve to meet changes in their business 
environment. Those that have the capability to innovate and deliver 
efficient, continuous change and improvement are best placed to secure 
a sustainable future for the organisation. The ability of managers at all 
levels to consider innovative ways of improving services and lead people 
successfully through change is a critical success factor. This practical, 
interactive programme provides participants with good practice 
methods, tools and techniques to lead innovation and change. This 
programme is suitable for those who lead a team and have responsibility 
for implementing projects.

The programme meets the learning requirements of two ILM units, 
enabling learners to achieve a Level 5 Award in Leadership and 
Management.

Cost: 
Member £1,275
Non-member £1,575

è Leading innovation and change
BOOK NOW

ILM Module Level: 5
Time: 
9.30am - 4.30pm 
Trainer: Liz Metin

Courses also available - subject to interest. These will only be arranged 
if sufficient numbers express interest or if you would like to query about 
an in-house session, email info@share.org.uk

https://www.share.org.uk/upcoming-courses/get-a-qualification/cih-scqf-level-5-certificate-in-housing-practice-formerly-cih-level-2
https://www.share.org.uk/upcoming-courses/get-a-qualification/leading-innovation-and-change


Everyone at work should have an understanding of why they must ‘work 
safely’ and this course offers exactly that. The course is for people at any 
level who need a grounding in the essentials of health and safety.

Topics covered are:

• Introducing working safely;
• Defining hazard and risk;
• Identifying common hazards;
• Improving safety performance; and
• Protecting our environment.

Cost: 
Member £195
Non-member £295

è Working safely (IOSH)
BOOK NOW

Time: 
9.30am - 4.30pm 
Trainer: Grow 
Training 

This one-day course provides staff members with knowledge and 
understanding of how to manage the risk of Legionella. It has been 
designed and is moderated by the Royal Environmental Health Institute of 
Scotland (REHIS).

The course is split into five modules, which include information on 
Legionella bacteria, Legionnaires’ disease, risk assessing and hot and cold 
water systems.

On successful completion of the course, candidates receive a certificate 
from REHIS.

Cost: 
Member £195
Non-member £295

è Elementary Legionella Awareness (REHIS) 
BOOK NOW

Time: 
9.30am - 4.30pm 
Trainer: Grow 
Training 
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This one-day course is aimed at staff who have cleaning duties or those 
who are charged with monitoring cleaning duties or office cleanliness. It 
is designed and moderated by the Royal Environmental Health Institute 
of Scotland (REHIS).

The course will cover the reasons for maintaining a rigorous cleaning 
schedule, the meaning and implications of various terminology such as 
contamination/disinfecting/ bactericide/contact time. Delegates will 
then consider the proper use of chemicals and the hazards symbols 
attached, and learn about the risk assessments associated with creation 
of a cleaning schedule and the risks of failing to adhere to a cleaning 
schedule.

Cost: 
Member £195
Non-member £295

è Elementary Cleaning and Disinfecting 
(REHIS)BOOK NOW

Time: 
9.30am - 4.30pm 
Trainer: TBC

https://www.share.org.uk/upcoming-courses/get-a-qualification/working-safely-iosh
https://www.share.org.uk/upcoming-courses/get-a-qualification/elementary-legionella-awareness-rehis
https://www.share.org.uk/upcoming-courses/get-a-qualification/elementary-cleaning-and-disinfecting-rehis


This level 3 award has been designed to help managers develop their 
skills in team and people management.  The award will be delivered over 
three units. Delegates can alternatively participate in individual units 
without undertaking the full qualification.

Cost: 
Member £750
Non-member £1050

è Managing people (ILM Level 3 award) 
BOOK NOW

Time: 
9.30am - 4.30pm 
Trainer: Brian 
Hutcheson

* Please note that the discount is applied for learners who attend the 
full award at level 3. Should you choose to do one or two units only, this 
discount will not apply.

This course has been designed to develop knowledge and understanding 
of leadership as required by a practising or potential first line manager.  
The session will consider various leaderships styles; the pro’s and con’s of 
each and the factors that will influence the best leadership style in a given 
situation. Delegates will examine their own leadership behaviours and 
steps that they can take to enhance their leadership skills to the benefit of 
their team.

Cost: 
Member £280
Non-member £380

è Understanding Leadership
BOOK NOW

Time: 
9.30am - 4.30pm 
Trainer: Brian 
Hutcheson
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This course is for anyone with the responsibility of managing teams 
or those who are responsible for monitoring performance within their 
organisation. 

Throughout this module you will explore how to manage the performance 
of individuals in the team as well as how to manage underperformance 
in your workplace. By the end of this session you should be able to 
describe the value of formal and informal performance assessment in the 
workplace. 

Cost: 
Member £280
Non-member £380

è Understanding Performance Management
BOOK NOW

Time: 
9.30am - 4.30pm 
Trainer: Brian 
Hutcheson 

https://www.share.org.uk/upcoming-courses/get-a-qualification/working-safely-iosh
https://www.share.org.uk/upcoming-courses/managing-people-ilm-level-3-award
https://www.share.org.uk/upcoming-courses/get-a-qualification/understanding-leadership-ilm-level-3-module
https://www.share.org.uk/upcoming-courses/get-a-qualification/understanding-performance-management


This course is for anyone who has the responsibility to line manage a 
team or those who are responsible for managing disciplinary procedures 
in the workplace. 

This module looks at how you monitor discipline in the workplace as well 
as the legal implications and identifying the correct employment policies 
and procedures that guide you in dealing with discipline. 

Cost: 
Member £280
Non-member £380

è Understanding discipline in the workplace
BOOK NOW

Time: 
9.30am - 4.30pm 
Trainer: Brian 
Hutcheson
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