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Introduction to the Course Information Booklet and
Learners’ Questions

This booklet aims to guide you to the most appropriate course by working through a series of
guestions and answers. When you read the supporting notes and make key decisions about
your learning path, these naturally lead you to the most appropriate qualification. The table of
contents on the previous page will help you too.

Learners’ First Questions
-

|

With immediate effect it is permissible for Service Leavers to use their Individual Resettlement
Training Cost (IRTC) grant in concert with Enhanced Learning Credit (ELC) to pay for the same
higher level qualification courses starting on or after 1 September 2008. Full details are available from
the Enhanced Learning Credits website:

www.enhancedlearningcredits.com

The website requests that you must plan ahead - allow sufficient time, at least five weeks, between
submitting your claim and starting your course. And the website asks you to please note:

Retrospective ELC claims are not permitted. Claim forms must be received by ELCAS at least
15 clear working days prior to the course start date.

Before making a second or third claim you must return a Claim Evaluation Form to ELCAS
and supply proof of completion to your Education Staff for all previous learning activities.

It is important that you do not set up a loan/credit agreement for the full amount under any
circumstances.

You must not pay any money to the Provider or book the course before you receive your
Claim Authorisation Note. This also applies to potential new providers awaiting "approved"
status to join the ELCAS list.

You must make a personal contribution of at least 20% towards the total course cost.

Just because an organisation is listed as an Approved Provider it does not mean that all of
their courses are of the required level.

You are reminded that ELC funding is only available for pursuit of higher level learning i.e. for
courses that result in a nationally recognised qualification at Level 3 or above on the National
Qualifications Framework (NQF) (England and Wales), a Level 6 or above on the Scottish
Credit and Quialifications Framework (SCQF) or, if pursued overseas, an approved
international equivalent qualification.

At each stage of the process you must consult both the JSP and your Education Staff to ensure that
both you and your chosen learning activity are eligible for ELC support.

More information on ELCAS funding follows on the next few pages.
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The Enhanced Learning Credits website will guide you through the process of claiming. Type
the URL given below into your browser and follow the on-screen instructions.

www.enhancedlearningcredits.com

The following flowchart represents the claim learners should follow. A fuller version of this
found on the ELCAS website.

or course start date

start / registration date

registration date

coursa start date
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Research class received Lﬂam:;_?
course and Provi
Leaming Hand delivery ﬁm:mdﬂ.y:
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including level, to Education days for post
mathod, pre- staff /LG - if depending on LC = Learning Centre
coucrlse gglii::;ﬂ whether UK ar ELCS:i r::lt-z«:.lr.
reading
requirements phone to m .
3 check that it Yes Claimant
has been actions
Speak to received
Education .
LC / Education
Staff/ LC D Staff actions
[]
Contact L] |:| ELCAS
Leamning ELCAS post actions
Provider to CAN (2nd _
secure place class) back to Note: Same process for Service
on course No Make Leaming Leavers {CNLIS) who send their
maney is to be “"“‘sf:’an’: ; Centre paperwork to Learning Centre,
pa';:‘ this o :Iutns No allowing time for postal delivery.
ge . Recorded delivery recommended
| I
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The MOD promotes lifelong learning among members of the Armed Forces, and this is
encouraged through the Learning Credits schemes. The Standard Learning Credit (SLC) (Pt 4
Ch 4) scheme supplies financial support, throughout the Service person’s career, for multiple,
small-scale learning activities.

The Enhanced Learning Credit (ELC) scheme is designed to complement the SLC scheme by
providing larger scale help to personnel who qualify, with a single payment in each of a maximum
of three separate financial years, to help pay towards the cost of higher level learning. ELCs may
be claimed for learning which is an integral part of and results in the cost effective achievement
of a nationally recognised qualification at Level 3 (A level and equivalent) and above as defined
by the National Qualifications Framework (NQF) (England and Wales).

More information regarding this can be accessed via: JSP 898 Part 4 Chpt 3 released 1 Jul 08.

Below, we have provided you with information copied from the Courses4Forces website.

Always refer to the ELCAS website ( ) or Single-Service websites for
the latest information about the ELC scheme. Check that the learning provider is an approved MoD
ELC provider by searching the list on the ELCAS site. (Blue-Eye Training are an approved centre)

The current scheme membership of learning providers offers a good geographic spread across the
UK, and a range of qualifying academic and vocational courses across a wide and diverse skills
spectrum. Claimants are encouraged to use existing providers. There is no guarantee that a new
provider will be accepted on to the scheme, especially if there is already sufficient existing provision.
A key aim of the MaD is to keep provider membership within manageable limits.

Ensure that the course you wish to undertake results in a qualification at level 3 or above on the
National Qualifications Framework (NQF) or equivalent. To do this, ask the learning provider who the
awarding body is that accredits the course. Contact the awarding body to get confirmation that the
gualification is recognised on the NQF and is at level 3. You may need proof that the qualification is
on the NQF to send in with your claim, particularly if the course you are undertaking is unusual.

Seriously consider whether you can cope with the study level of the course you wish to undertake.
Have you got the time? Be aware of the learning provider’s policy if you do have to withdraw from the
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course. Some will give refunds; others will not.

Do not part with any money to the provider without full authorisation of your claim through having
received your claim authorisation note (CAN) (see below). Ensure that you make a claim at least one
month before you need to make any payment for the course. Be aware that no training you have
already completed or paid for can be claimed back under the ELC scheme retrospectively. Ex-Service
personnel who registered on the ELC scheme while serving may claim up to £1,000 per financial year
towards course fees if they completed four years’ Service or £2,000 if they completed eight or more
years’ Service. Three claims may be made in total (including any made while still serving). Claims
may be made for up to ten years from last day of service.

To make a claim, download the form from the ELCAS website and fully complete it, except for Parts 4
and 5 — staff in the single Services will complete these elements. Then send the fully completed claim
form to the relevant address, with:

proof of last day of service

information about the course, including proof of level of qualification
photocopy of a utility bill, showing home address

photocopy of driving licence or passport (showing photo)

telephone number (daytime).

If your claim is eligible, it will be forwarded to ELCAS, which will check you are registered for the ELC
scheme and are eligible. ELCAS will return a CAN to your single-Service education/learning staff, with
an evaluation form. They will in turn forward them to your home address. This process takes around
two weeks.

On receipt of the CAN, you can proceed with payment by sending your CAN with your 20% minimum
contribution to the training provider. The CAN enables the training provider to invoice the Defence
Bills Agency for the rest of the fees up a total of £1,000/£2,000, as appropriate.

When you have completed your course, you must also complete the evaluation form and return it to
ELCAS. If you do not do this it could jeopardise your next claim. If you have any doubts about any
aspect of this process, contact your single-Service education/learning representative for advice before
submitting the claim.

Where to send claims if you are no longer serving

Royal Navy FLEET-NTE-EL3R RESET SO3C, Mail Point 3.3, Floor 3, Leach Building, Whale Island,
Portsmouth PO2 8BY Tel: 02392 625954Army ETS EO LC, HQ DETS(A), Trenchard Lines, Upavon,
Pewsey, Wilts SN9 6BE Tel: 01980 618728/9

RAF Learning Credits Administration, Room 24, Air 22 Training Group Learning Forces, Building 28,
Hunter Block, RAF High Wycombe, Naphill, Buckinghamshire HP14 4UE Tel: 01494 495957/495603

We hope the information given above helps, but take a look at the Courses4Forces website:

http://www.courses4forces.co.uk
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The advertised course dates show different programmes with different start, or intake, dates.

Initially, you can attend the study units that run up to the end of the financial year and we will
invoice for just these.

The remainder of the units you will study will commence after the April cut-off, and you will be
invoiced for these separately.

In this way you will be able to claim more than one year's entitlement for any single
programme, it's just a matter of us helping you to plan a programme around the scheduled
tuition dates. Except for the first unit which includes an induction session, there is no fixed
sequence on attending the study units so we have the flexibility to devise a programme to suit
your individual needs.

% 1] n
(& '

Given below is an at-a-glance indication of the range and scope of facilities management
gualifications available to learners. Choose which is the most suitable by following our step by
step process indicated on the next page.
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Step 1: Deciding Learning Levels

Firstly, learners need to decide which learning level will be most suitable for them based on
their (potential) job function and / or management level: Either the level that they are at now,
or a level they wish to aspire to. Conduct our simple self-assessment check, below.

Instructions:

column your answers came from, then review the summary below.

Choose one answer option for each given question, make a note of which

What type of management position . Junior Middle .
) Supervisory Senior management
do you consider yourself? management management
How r_nuch management None or little Some Much Significant
experience do you possess?
Have done so .
. | direct and
in the past (or) .
Do you manage other people? No ; Yes co-ordinate teams of
is a future, or
. others
intended role
What type of activities does your Carrying out dgnes Qon_ductmg _Dewsmg a_nd Devising long term /
. . : ) and plans devised objective-based implementing .
job function typically entail? . - strategic plans
by others activities operational plans
| work for others and . . | oversee site
. . . Some site Yes, site(s) .
Do you look after business my duties require . . management, which
: . management is management is .
premises? me to follow their . is delegated to others
. . involved part of my role
instructions to manage
. . | do not work | work Ihelp to choose / | negotiate with
Do you supervise, or in what way - . . select contractors
. directly with alongside ) . contractors and
do you work with contractors? and monitor their
contractors contractors manage contracts
performance
\é}?;,g? orzzgr:ggovc\;wg(maﬁ; GCSE GCE Further college HND / Degree
Y Y P ('O' Level) (‘A" Level) education / HNC 9

learning achievement(s)?

Summary: Review the notes given below for each set of answers.

Answers are predominantly 'A’

The ILM Level 3 qualifications are likely to be the

most suitable

Answers are predominantly 'B'

Your position appears to be Level 3 for which the |
devised, but you may aspire to Level 4 and undertak

LM Level 3 qualifications have been
e a BIFM Level 4 qualification

Answers are predominantly 'C'

The BIFM Level 4 qualifications are likely to be th

e most suitable

Answers are predominantly 'D'

Your position appears to be Level 4 with experience
Level 4 qualifications are suitable, or try the Lev

good deal of strategic management experience

or Level 5 for which the BIFM
el 5 qualifications if you possess a

Appendix 1 on Page 24 offers an in-depth look at each of the management profiles. You are
advised to read through these, also. Now follow Step 2 on the next page.
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Step 2: Choosing Qualification Types

After having chosen a qualification level, learners need to consider what qualification type
they would like to study to. In the main, these are

Award (studying a basic range of the qualification subject areas)
Certificate (studying a broad range of the qualification subject areas)
Diploma (studying a comprehensive range of the qualification subject areas)

Learners may start at any point they so wish; whether straight in at a Diploma, or build up to
this by starting at Award or Certificate, achieving each at a time that suits their learning plans.

Award

Somebody who is new to a leadership role or supervisory management is advised to start
with an Award. This will help to develop an understanding and knowledge in a basic range of
the subject areas.

These subject selections are often made by the tuition provider and are the basis for
understanding the essentials in the field, or business discipline. Further knowledge will come
with practice, application and also time; along with the experience that is gained in the
workplace. Learners can move on later to 'top up' and achieve a Certificate, and perhaps 'top
up' again to achieve the most significant qualification in the level chosen; namely a Diploma.
If you feel an Award is the right qualification type for you, please look at the subject areas we
have chosen for each of the qualifications on the relevant pages of this booklet.

If you feel an award is insufficient, consider the Certificate or Diploma options, below and
overleaf.

Certificate

Somebody with some experience in their role may wish to start at a Certificate (a broad
range of the subject areas to be studied) and 'top up' later to gain the Diploma.

(Please note learners may join the Certificate directly and are not required to undertake the
Award as a prerequisite.)

A tuition provider (in this case, us) will look at learners' job functions and consider this against
the subject choices devised by the qualification specification. The tuition provider can take
advantage of the fact that whilst some subject areas are mandatory and have to be studied
by learners, others are optional which offers the flexibility to match subject areas against the
likely needs of learners. Programmes are devised accordingly and the range of subjects
given in the programme choices. With this flexibility, the tuition provider will offer learners
guidance on which of the optional units they may wish to concentrate on and hence their
knowledge and understanding be assessed against.
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If you feel a Certificate is the right qualification type for you, please look at the subject areas
we have chosen for the qualification on the earlier pages of this booklet.

If you feel an Award or Certificate are insufficient, consider the Diploma option, further below.
Diploma

Those who wish to learn in order to fully develop their role, or those who have been in their
role for some time and who wish to consolidate their learning, are likely to find studying for a
Diploma to be the most fulfilling. There is no need to have studied an Award or Certificate in
order to gain a Diploma, as this could be the first chosen learning step.

A Diploma in Facilities Management develops a comprehensive range of facilities
management skills alongside key leadership and management skills. When compared to the
Certificate qualification, Diploma candidates complete additional mandatory units and further
optional units. (Please note learners may join the Diploma directly and are not required to
undertake the Certificate as a prerequisite.)

The diploma is the ‘flagship’ of the qualifications at each level and comprises mandatory and
optional units. A tuition provider will devise a learning package that will take in all of the
necessary subjects that need to be studied for the qualification specification and offer
learners guidance on which of the study units can be considered as optional units when it
comes to time for the assessment. Learners may therefore choose which study units they
wish to concentrate on and hence their knowledge and understanding be assessed against.

If you feel a Diploma is the right qualification type for you, please look at the subject areas we
have chosen for the qualification on the relevant pages of this booklet.

The third step in choosing a suitable qualification is to look at all the study subjects being
offered for the range of qualifications. This will help you to identify which subjects are most
suitable and as the range of subjects varies from one programme to another.

Now follow Step 3 on the next page.
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Step 3: Programme Choice

% + (

Starting on Page 12, information regarding the Institute of Leadership and Management (ILM)
Level 3 qualifications is given and on Page 13 we've provided a chart of course session
dates, along with an indication of which subjects will be studied at Award, Certificate and
Diploma. You'll find programme format, arrangements and pricing on Page 14.

A more detailed insight into the study subjects for the programme is provided for you in
Appendix 2a on Page 27. This includes information on the aims, content and learning
outcomes of each study unit.

% +

Starting on Page 16, information regarding British Institute of Facilities Management (BIFM)
FM qualifications at Level 4 qualifications is given and on Page 17 we’ve provided a chart of
course session dates, along with an indication of which subjects will be studied at Award,
Certificate and Diploma. You'll find programme format, arrangements and pricing on Page 18.

A more detailed insight into the study subjects for the programme is provided for you in
Appendix 2b on Page 30. This includes information on the aims, content and learning
outcomes of each study unit.

% +

Starting on Page 20, information regarding British Institute of Facilities Management (BIFM)
FM qualifications at Level 4 qualifications is given and on Page 21 we’ve provided a chart of
course session dates, along with an indication of which subjects will be studied for the
Diploma qualification. You'll find programme format, arrangements and pricing on Page 22.

A more detailed insight into the study subjects for the programme is provided for you in
Appendix 2c on Page 37. This includes information on the aims, content and learning
outcomes of each study unit.
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Step 3 (continued): Programme Choice

Institute of Leadership and Management
Level 3 Programme Overview

The Institute of Leadership and Management (ILM) Level 3 qualification is particularly
appropriate to first line managers who are developing their management potential, their
understanding of the FM industry and their ability to apply their knowledge in the workplace.

Application of knowledge is the theme to this qualification and learners can fully develop their
management potential and the knowledge required to perform their job functions to their full
potential.

- No previous qualifications or workplace experience are required to join the programme
- Available at Award, Certificate or Diploma
- Learners choose which of the study units they will be assessed on:

- Some units must be assessed (mandatory units) |(as indicated like this on next page)|

- Other units offer some flexibility of assessment choice (optional units)

- Flexibility with scheduled programme: See next page for programme of events which
indicates dates and subject combinations

- The learner has up to 2 years to complete their chosen qualification

- Workshop learning (Courses held in Newbury, Berkshire)

- Learners are able to apply their knowledge workplace situations or theoretical situations
- No need to have workplace experience

- Homework assignments and study packs issued for assessed units

- Assessment is via workplace assignment(s)- 28 days assessment period per unit
- Assessment at a time to suit the learner

- Training programmes can be decised for ewach learner based on ELCAS funding rules

- Tutor support and mentoring during learning, assignments and assessment

- Possibility that recognisable prior learning of similar qualifications could lead to study
exemption
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Programme of Events / Course Date Options

Level 3

(Spring & Autumn Intakes)

Credit e .
o ) ) values Award Certificate Diploma
Quialification Types and Subject Choices
. 22&23/09/10 | 22 &23/09/10 22 & 23/09/10
" 4 % &# 30&31/03/11 | 30&31/03/11 30 & 31/03/11
" ( ( ) 09/11/10 am 09/11/10 am 09/11/10 am
# % & 11/05/11 am 11/05/11 am 11/05/11 am
* () ) 09/11/10 pm 09/11/10 pm 09/11/10 pm
) s % & 11/05/11 pm 11/05/11 pm 11/05/11 pm
) ! ) b 10/11/10 am 10/11/10 am 10/11/10 am
) s % & 12/05/11 am 12/05/11 am 12/05/11 am
+ ! ! )) . 10/11/10 pm 10/11/10 pm 10/11/10 pm
s % & 12/05/11 pm 12/05/11 pm 12/05/11 pm
* , 08/02/11 08/02/11 08/02/11
4 % & 29/06/11 29/06/11 29/06/11
* T (! a 09/02/11 am 09/02/11 am
# % & 30/06/11 am 30/06/11 am
* ,( , , a 09/02/11 pm 09/02/11 pm
) s % & 30/06/11 pm 30/06/11 pm
Pt a 07/12/10 am 07/12/10 am
(, ) s % & 08/06/11 am 08/06/11 am
)| ) a 07/12/10 pm 07/12/10 pm
# % & 08/06/11 pm 08/06/11 pm
+ ) 08/12/10 am
# % & na n/a 09/06/11 am
. ! 08/12/10 pm
#H % & n/a n/a 09/06/11 pm
[ )-1 1 va a 01/03/11 am
# % & 19/07/11 am
() 01/03/11 pm
s % & n/a n/a 10/07/11 pm
* ( ) ! ) n/a n/a 02/03/11 am
# % & 20/07/11 am
$ va a 02/03/11 pm
#H % & 20/07/11 pm
+ (r ! ) a a 12/04/11
#$ % & 21/07/11
" # % $ %% $
Key:

| Red bordered boxes |:  ILM mandatory units

(learners also attend the other indicated units which are also assessed)

| Blue bordered boxes |:  Unit assessments are amalgamated

(other units are assessed individually)
| Yellow shaded boxes ||  Not assessed for the unit / qualification as indicated

Programme dates:

Two programme intakes are indicated: Spring intake and Autumn intake
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Programme Format and Arrangements

A more detailed insight into the course aim, content and learning outcome is provided in the
appendices section of the booklet. See Appendix 2a on Page 26.

The following chart indicates in what way the programe is managed, conducted and also to
what extent the learner is involved. A chart cannot indicate all the qualification complexities
which the tutors can convey during the programme induction sessions, but we hope the

following offers help in choosing the right qualification.

Level 3 Award

Level 3 Certificate

Level 3 Diploma

No. of credit points
required to achieve
gualification

(See chart on previous
page)

11 credits in total:

7 from mandatory units
and a minimum of

4 credits from the other
units. Learners attend
all workshop dates as
indicated.

22 credits in total:

11 from mandatory
units and a minimum of
11 credits from the
other units. Learners
attend all workshop
dates as indicated.

37 credits in total:

20 from mandatory
units and a minimum of
17 credits from the
other units. Learners
attend all workshop
dates as indicated.

No. of hours a learner
will study

42 hours guided
learning + assessment
work

82 hours guided
learning + assessment
work

146 hours guided
learning + assessment
work

Will learners conduct
additional homework or
work-based
assignments?

Some work-based
reading and application
of tuition materials is
required to be able to
tackle the
assessments

Some work-based
reading and application
of tuition materials is
required to be able to
tackle the
assessments

Some work-based
reading and application
of tuition materials is
required to be able to
tackle the
assessments

Do learners have a

choice of which ‘optional’

units they will want to be
asseessed on, and when
is the choice made?

Yes, some choice is
given. We will guide
learners to choose
relevant assessment
units during the
induction session

Yes, some choice is
given. We will guide
learners to choose
relevant assessment
units during the
induction session

No choice of
assessment units is
given as learners are
assessed on all units
indicated on the chart
above

What is the format of the

A series of written work

A series of written work

A series of written work

assessment? to be submitted as well  to be submitted as well  to be submitted as well
as reviews of work- as reviews of work- as reviews of work-
based assignments based assignments based assignments
Costs Tuition: 1330.00 + Tuition: 1790.00 + Tuition: 2685.00 +

Assessment: 75.00 +
Certification: 0.00 +

Accommodation if
required (fees apply)

Assessment: 105.00 +
Certification: 0.00 +

Accommodation if
required (fees apply)

Assessment: 144.00 +
Certification: 0.00 +

Accommodation if
required (fees apply)
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Additional Information

We can offer additional reading and support information for the Level 3 qualifications.

Please access the relevant pages of this course information booklet for the following:

Management profiles and learning explained

in more detail

Appendix 1, Page 24

What you will study for each topic, or study
unit

Level 3: Appendix 2a, Page 27
Level 4: Appendix 2b, Page 30
Level 5: Appendix 2c, Page 37

Recognition of prior learning

Appendix 3, Page 41

General notes regarding fees

Appendix 4, Page 42

Accommodation

Appendix 5, Page 43

Training venue

Appendix 6, Page 44

Distance learning, home study option (with
course pricing)

Appendix 7, Page 45

Questions often asked of us by learners

Appendix 8, Page 46

How to make a booking

Appendix 9, Page 49

Contacting Blue-Eye Training

Appendix 10, Page 50

© Blue-Eye Training Limited 2010



Step 3 (continued): Programme Choice

British Institute of Facilities Management
Level 4 Programme Overview

The new British Institute of Facilities Management (BIFM) qualifications are particularly
appropriate to middle managers who have practical experience of working in the facilities
management field. The three different qualifications (Award, Certificate and Diploma) provide
a range of choices for the extent of subjects to be learned. With a range of mandatory and
optional subjects, a package is available to suit all needs and learning directions.

Application of knowledge is the theme to these qualifications and learners can fully develop
their management capabilities and the knowledge required to perform their job functions to
their full potential.

- No previous qualifications or workplace experience are required to join the programme
- Available at Award, Certificate or Diploma
- Learners choose which of the study units they will be assessed on:

- Some units must be assessed (mandatory units) |(as indicated like this on next page)|

- Other units offer some flexibility of assessment choice (optional units)

- Flexibility with scheduled programme: See next page for programme of events which
indicates dates and subject combinations

- The learner has up to 2 years to complete their chosen qualification

- Workshop learning (Courses held in Newbury, Berkshire)

- Learners are able to apply their knowledge workplace situations or theoretical situations
- No need to have workplace experience

- Homework assignments and study packs issued for assessed units

- Assessment is via workplace assignment(s)- 28 days assessment period per unit
- Assessment at a time to suit the learner

- Training programmes can be decised for ewach learner based on ELCAS funding rules

- Tutor support and mentoring during learning, assignments and assessment

- Possibility that recognisable prior learning of similar qualifications could lead to study
exemption
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Programme of Events / Course Date Options

(Spring & Autumn Intakes)

Certificate: Certificate:
Level 4 Soft Hard
. . . . Credit Services Services
Quialification Types and Subject Choices Value Award profile profile Diploma
Qualification Qualification Qualification Qualification
See requires requires requires requires
f : page 12 Credits: 24 Credits: 24 Credits: 48 Credits:
SUbJ ects (Managemem UnItS) 14 6 Mandatory / 12 Mandatory/ 12 Mandatory/ 29 Mandatory/
6 Optional 12 Optional 12 Optional 19 Optional
$(( O * 1 #S % : 1 22 1 22 1 22 1 22
& $ 122 122 122 122
), 3 * 1 0 ! 22 | 22 ! 22 1
I n/a
Hs % & : 221 221 221
) J40- . 1 ( i . N1 22 p N1 22 N1 22
* 0 *  # % &&Y)H $( | N1 22 na N1 22 )1 22
3 ! 5 ) 3) i / 22 22 22 22
LY)  #5 % 367 & o na 22 22 22 22
] 8 x| 5 22 1 22 1 22 1 22 1
0 L # % & ! 22 1 22 1 221 221
() 9 ) 1)) /) ' 22 ) 22 ) 22 ) 22 )
0 L HS % & : 22 ) 22 ) 22 ) 22 )
0 * o 0 | 22! 2 21
O H % & E 6 n/a 22 1 nla 29
nH * 1 0*#% % & | 22 ) 22 )
E 3 n/a 22 ) n/a 22 )
0 L V¢ ; 22
$) % & | 6 n/a n/a n/a 29
0 o Y A l 22 1
#H9 % & E 3 n/a n/a n/a 29
G ! 22 )
s % & E 3 n/a n/a n/a 22 )
N G : 22 1 22 1
W) 0rHE % & ;3 na na 22 1 22 1
o * 10 22) 22)
ol as % & | 3 n/a n/a 22 ) 22 )
* 8 1/( O * # % 22 22
& ; 4 n/a 22 n/a 59
0 o ' . 22 22 22
45 % & 6 n/a 22 22 2 2
* < 1/, $3 0 5 22 22 22
1 HS % & | nfa 22 22 22
9 * | o* : 22 22
% & , 8 na 22 na 5
y* 10 * I 122 122 122
i 8 n/a
# % & & $ ( : 122 122 122
= ) * 1 o 22
s % & | 6 n/a n/a n/a 29
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A more detailed insight into the course aim, content and learning outcome is provided in the
appendices section of the booklet. See Appendix 2b on Page 30.
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Programme Format and Arrangements

The following chart indicates in what way the programe is managed, conducted and also to
what extent the learner is involved. A chart cannot indicate all the qualification complexities
which the tutors can convey during the programme induction sessions, but we hope the

following offers help in choosing the right qualification.

Level 4 Award

Level 4 Certificate

Level 4 Diploma

No. of credit points
required to achieve
gualification

12 credits in total:
6 from mandatory units
(shown by

[bold red border] in

chart on previous
page), and

6 credits from other
units (learner’s choice
of which units to be
assessed on)

24 credits in total:
12 from mandatory
units (shown by

[bold red border] in

chart on previous
page), and

12 credits from other
units (learner’s choice
of which units to be
assessed on)

48 credits in total:
29 from mandatory
units (shown by

[bold red border] in

chart on previous
page), and

19 credits from other
units (learner’s choice
of which units to be
assessed on)

No. of hours a learner
will study

49 hours guided
learning + assessment
work

98 hours guided
learning + assessment
work

196 hours guided
learning + assessment
work

Will learners conduct

homework or work-based

assignments?

Yes, some work-based
assignments are set.
All work conducted will
prepare learners for
the work-based
assessments

Yes, some work-based
assignments are set.
All work conducted will
prepare learners for
the work-based
assessments

Yes, some work-based
assignments are set.
All work conducted will
prepare learners for
the work-based
assessments

Do learners have a

choice of which ‘optional’

units they will want to be
asseessed on, and when
is the choice made?

Yes, some choice is
given. We will guide
learners to choose
relevant assessment
units during the
induction session

Yes, some choice is
given. We will guide
learners to choose
relevant assessment
units during the
induction session

Yes, some choice is
given. We will guide
learners to choose
relevant assessment
units during the
induction session

What is the format of the

A series of written work

A series of written work

A series of written work

assessment? to be submitted as well  to be submitted as well to be submitted as well
as reviews of work- as reviews of work- as reviews of work-
based assignments based assignments based assignments
Costs Tuition: 1390.00 + Tuition: 2710.00 + Tuition: 4756.00 +

Assessment: 50.00 +
Certification: 10.00 +
Accommodation if

required (fees apply)

Assessment: 100.00 +
Certification: 10.00 +
Accommodation if
required (fees apply)

Assessment: 210.00 +
Certification: 10.00 +
Accommodation if
required (fees apply)
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Additional Information

We can offer additional reading and support information for the Level 4 qualifications.

Please access the relevant pages of this course information booklet for the following:

Management profiles and learning explained

in more detail

Appendix 1, Page 24

What you will study for each topic, or study
unit

Level 3: Appendix 2a, Page 27
Level 4: Appendix 2b, Page 30
Level 5: Appendix 2c, Page 37

Recognition of prior learning

Appendix 3, Page 41

General notes regarding fees

Appendix 4, Page 42

Accommodation

Appendix 5, Page 43

Training venue

Appendix 6, Page 44

Distance learning, home study option (with
course pricing)

Appendix 7, Page 45

Questions often asked of us by learners

Appendix 8, Page 46

How to make a booking

Appendix 9, Page 49

Contacting Blue-Eye Training

Appendix 10, Page 50
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Step 3 (continued): Programme Choice

British Institute of Facilities Management
Level 5 Programme Overview

The new British Institute of Facilities Management (BIFM) Level 5 qualifications are particularly
appropriate to experienced middle managers wishing to aspire to a higher management
level who have a track record in managing FM operations. Blue-Eye Training tutors believe that
the Diploma is the most appropriate qualification for managers working at this level.

Blue-Eye Training offer a distance learning programme that covers the new BIFM competences
over a 15 month period to enable the learner to achieve the Level 5 Diploma.

The programme format allows learners to study via a blended learning method of home study,
coursework and workshops. There are five blocks of three months study for each cluster of
topics. Learning materials are issued at regular intervals, allowing learners to pace themselves,
and complete the set coursework. Learners will attend a reflective workshop after each block of
two months study to discuss the issues encountered, present elements of their coursework, and
share practical experiences, prior to the formal assessment of two study units per block.

*

- No previous qualifications are required to join the programme

- Blue-Eye Training only offer this qualification as a Diploma (not Certificate)

- All 20 BIFM competences will be featured in the learning materials

- Programme follows a set study schedule comprising five blocks of three months (total
programme duration is typically 15 months)

- Summative assessment will be based on the five mandatory units and five additional units

- Study is by distance learning, with set coursework to encourage use of applied knowledge

- Reflective workshops (held in Newbury, Berkshire) bring learners together to discuss
coursework, review current issues, receive topic updates, preparing learners for the final
assessments

- Each block of study will culminate in assessment of two units, enabling the learner to gain
sufficient credits in relevant topics

- Learners are able to apply their knowledge to their own workplace

- Summative assessment is via workplace assignment(s) - each unit assessment must be
completed a 28 days assessment period, as determined by the BIFM Awarding Organisation

- Email, telephone and website support from expert tutor(s) given throughout the programme

- Recognisable prior learning of similar qualifications could lead to study exemption

- Discounts available to those who have completed BIFM Part | or Level 4 qualifications if
studied with Blue-Eye Training

- Distance learning enables learners to take less time off work, spend less travel time to attend
classes, with reduced travel expenses, and more time for actual study
- Itis a cost effective option and learners can set own pace within the programme
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Level 5 Diploma Programme Schedule and Key Event Da  tes
Session 1
Induction session, including: 2/11/10
Assessment format and techniques workshop
Issue of Session 1 learning materials for the follo  wing study and assessment units: 2/11/10
Unit 5.01  Facilities management development and trends
Unit 5.02  Organisational and facilities management strategy
Issue of learning materials for supporting subject areas: 2/11/10
Performance measurement
Providing leadership & management
Reflective learning workshop 13/1/11
Issue of learner assessment documentation for Units 5.01 / 5.02
Submission date for assessment work 10/2/11
Session 2
Issue of Session 2 learning materials for the follo  wing study and assessment units: 14/2/11
Unit 5.16  Property and asset management for facilities managers
Unit 5.20  Energy and utilities management and the impact on FM
Issue of learning materials for supporting subject areas: 14/2/11
Managing health and safety
Property, fabric and building services maintenance
Reflective learning workshop 28/4/11
Issue of learner assessment documentation for Units 5.16 / 5.20
Submission date for assessment work 26/5/11
Session 3
Issue of Session 3 learning materials for the follo  wing study and assessment units: 31/5/11
Unit 5.18 FM space management management
Unit 5.19  Sustainability and environmental management and the impact on facilities
Issue of learning materials for supporting subject areas: 31/5/11
Support services operations
Project management
Customer service
Reflective learning workshop 12/7/11
Issue of learner assessment documentation for Units 5.18 / 5.19
Submission date for assessment work 9/8/11
Session 4
Issue of Session 4 learning materials for the follo  wing study and assessment units: 15/8/11
Unit 5.03  Managing people in facilities management
Unit 5.12  Managing negotiations in facilities management
Issue of learning materials for supporting subject areas: 15/8/11
Managing relationships with suppliers and specialists in FM
Implementing change and managing its impact
Reflective learning workshop: 12/10/11
Issue of learner assessment documentation for Units 5.03 /5.12
Submission date for assessment work 9/11/11
Session 5
Issue of Session 5 learning materials for the follo  wing study and assessment units: 14/11/11
Unit5.04 Risk management in facilities management
Unit 5.05  Financial management in facilities management
Issue of learning materials for supporting subject areas: 14/11/11
Managing Information and knowledge
Quality management
Managing procurement and contracts
Reflective learning workshop 17/1/12
Issue of learner assessment documentation for Units 5.04 / 5.05
Submission date for assessment work 14/2/12
This programme and learning schedule is subject to verification and quality assurance by the Awarding Organisation.
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Programme Format and Arrangements

The following chart indicates in what way the programme is managed, conducted and also to
what extent the learner is involved. A chart cannot indicate all the qualification complexities
which the tutors can convey during the programme induction sessions, but we hope the
following offers help in choosing the right qualification.

Level 5 Diploma *

No. of credit points required to achieve 48 credits required in total. Our arranged programme
gualification ensures that learners will achieve the correct number
of credits required.

No. of hours a learner will study 196 hours guided learning + assessment work.

Programme duration is 15 months, comprising 5
blocks of 3 months study and assessment.

Will learners conduct homework or work- Yes, the format of the learning requires self-study on a

based assignments? distance learning basis, supported by work-based
assignments that should be submitted for each topic
area.

Reflective learning workshops are conducted to
review learners study achievements, discussion of
relevant issues and for tutors to provide additional
subject input.

All course work completed will prepare learners for the
final summative work-based assessments.

Do learners have a choice of which ‘optional’  Yes, there is an element of choice. During the

units they will want to be assessed on, and induction session, the tutors will guide learners and

when is the choice made? indicate which units are mandatory and which units
allow for assessment choice.

What is the format of the assessment? A series of written work to be prepared and submitted
as well as reviews (may include some professional
discussion) of work-based assignments

Costs Tuition: 3480.00 +
Assessment: 290.00 +
Certification: 10.00 +
Accommodation if required (fees apply)

* The programme is only being offered for a Level 5 Diploma (Award not available, Certificate is not being offered by
Blue-Eye Training). This programme is subject to ve rification and quality assurance by the Awarding Or ganisation.
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Additional Information

The Level 5 qualifications programme and arrangements are being developed and finalised
during July 2010.

Quality assurance checks will be conducted throughout the Summer 2010 and from August
we will be offering learners the chance to join our November 2010 programme. Booking forms
will be issued once all quality assurance checks have been made.

Please contact us to register your interest to join our November intake and we will keep you
informed of any further confirmations. For all enquiries please contact the Blue-Eye Training
Student Support Manager:

Address: Blue-Eye Training Ltd., 68 Kings Mede, Horndean, Hampshire, PO8 9TH
Telephone Number: 02392 363 397
Email: enquiries@blue-eye-training.co.uk

We can offer additional reading and support information for the Level 5 qualifications. Please
access the relevant pages of this course information booklet for the following:

Management profiles and learning explained

in more detail Appendix 1, Page 24

Level 3: Appendix 2a, Page 27

What you will study for each topic, or study Level 4: Appendix 2b, Page 30

unit

Level 5: Appendix 2c, Page 37
Recognition of prior learning Appendix 3, Page 41
General notes regarding fees Appendix 4, Page 42
Accommodation Appendix 5, Page 43
Training venue Appendix 6, Page 44

Distance learning, home study option (with

course pricing) Appendix 7, Page 45

Questions often asked of us by learners Appendix 8, Page 46
How to make a booking Appendix 9, Page 49
Contacting Blue-Eye Training Appendix 10, Page 50
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Appendix 1: Management Profiles Explained
Level 3: Supervisor / First Line Manager Profile Ov  erview
With a greater degree of autonomy than Team Leader, they:

- have a wide span of control, responsibility and authority

- supervise or lead a small number of others

- plan work looking at the mid-term: weeks or months ahead

- have to initiate actions in relation to the employment of others

- have to operate with less supervision and control by others

- need knowledge of specific requirements of customers / suppliers
- make subjective judgements

- understand relationships between people working together

If this suitably reflects your current or intended job profile, the Level 3 Institute of Leadership
and Management (ILM) programme is most suitable for you. You can view the course
structure on Pages 12 to 15.

Level 4: Middle Management

Level 4 qualifications are important development levels of management and personal
progression and, in addition, qualifications developed at this level:

develop new skills and responsibilities

are more complex in the learning outcomes than those at Level 3

consolidate learning and enhance the skills and knowledge with a more senior
emphasis in preparation for career progression

suit those First Line Managers who may possess a greater level of experience and
who are planning to move into a Middle Manager’s role in due course

With a wider span of control than a First Line Manager, Middle Managers:

frequently mediate with the end user

engage in direct negotiation with internal / external customers

are accountable for the performance of others

are responsible for quality of services supplied by others

hold some project leadership / resource allocation responsibility

have financial accountability within their area of accountability

authorise recurrent expenditure and on capital expenditure of defined limits
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- are involved in recruitment, promotion and disciplining of staff with some freedom to
manage this fully for junior staff

- report status and progress to higher management levels

- propose necessary developments and changes

If this suitably reflects your current or intended job profile, the Level 4 British Institute of
Facilities Management (BIFM) programme is most suitable for you. You can view the course
structure on Pages 16 to 19.

Level 5: Senior Management

Levels 5 qualifications are useful as a development route from middle management into
senior management positions. It is an important stage of management and personal
progression and, in addition, qualifications developed at this level:

- develop new skills and responsibilities than Middle Managers

- are more complex in the learning outcomes for the subjects studied than those at
Level 4

- consolidate learning and enhance the skills and knowledge with a more senior
emphasis in preparation for strategic planning

- suit those experienced or long-established Middle Managers who may possess a
greater level of experience and who now, or who are planning to move into, a Senior
Manager'’s role

If this suitably reflects your current or intended job profile, the Level 5 British Institute of
Facilities Management (BIFM) programme is most suitable for you. You can view the course
structure on Pages 19 to 23.

Level 6: Experienced Senior Management or FM Direct  or

The Level 6 qualification is useful for those who would like to have something to show for all
the hard work thay have put in over the years. The qualification helps to consolidate their
position and demonstrate that the actions they take are worthy of academic recognition.

Blue-Eye Training do not currently offer this qualification at this time. This situation will be
reviewed again during 2011.
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Appendix 2a: Study Units for ILM Level 3 Qualificat  ions

Solving problems and making decisions Unit M3.01

Aims  To develop knowledge and understanding of solving problems and making decisions as required by a
practising or potential first line manager

Learning Outcomes

- Know how to describe a problem, its nature, scope and impact

- Know how to gather and interpret information to solve a problem

- Know how to solve a problem

- Know how to plan the implementation and communication of decisions

Building the team Unit M3.11

Aims  To develop knowledge and understanding of building the team as required by a practising or potential
first line manager

Learning Outcomes

- Understand how to develop and maintain trust at work
- Know how to build the team

Motivating to perform in the workplace Unit M3.12

Aims  To develop knowledge and understanding of motivating the team to perform as required by a practising
or potential first line manager

Learning Outcomes
- Understand the value of assessing performance to meet organisational and individual needs

- Know how to motivate the team to improve performance in the workplace
- Understand the value of feedback in the workplace

Developing yourself and others Unit M3.13

Aims  To develop knowledge and understanding of developing self and others as required by a practising or
potential first line manager

Learning Outcomes

- Know how to identify development needs and develop self and others to achieve organisational objectives
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Organising and delegating Unit M3.21

Aims  To develop knowledge and understanding of organising and delegating as required by a practising or
potential first line manager

Learning Outcomes

- Know how to organise people to achieve objectives
- Know how to delegate to achieve workplace objectives

Managing health and safety at work Unit M3.23

Aims  To develop knowledge and understanding of health and safety at work as required by a practising or
potential first line manager

Learning Outcomes

- Understand health and safety at work
- Understand risk assessment and accident prevention in the workplace
- Understand the organisation’s environmental responsibility

Introduction to managing and maintaining property a nd assets Unit M3.38

Aims  To develop knowledge and understanding of managing and maintaining property and assets
Learning Outcomes

- Understand the estate management function
- Understand premises and building services maintenance

Introduction to the effective management of space w ithin own organisation Unit M3.39

Aims  To develop knowledge and understanding of the effective management of space in own organisation

Learning Outcomes

- Understand the principles that guide and the legislation that impacts on the planning and management of
space

- Understand how to plan accommodation changes

- Understand optimisation of space utilisation

Managing sustainability and environmental issues Unit M3.41

Aims  To develop knowledge and understanding of managing sustainability and environmental issues
Learning Outcomes

- Understand sustainability and corporate social responsibility
- Understand environmental issues affecting the organisation and how these issues can be managed
- Understand the constraints and opportunities of an organisation’s building(s) in being environmentally friendly
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Managing utility services and energy efficiency in the workplace Unit M3.42

Aims  To develop knowledge and understanding of managing utility services and energy efficiency
Learning Outcomes

- Understand own organisation’s utility services requirements
- Understand the efficiency of own organisation’s energy consumption

Understanding procurement and supplier management i n the workplace Unit M3.43

Aims  To develop knowledge and understanding of procurement and supplier management
Learning Outcomes

- Understand procurement in own organisation
- Understand how specialists and suppliers are identified and managed in own organisation

Understanding facilities management within the cont ext of an organisation Unit M3.44

Aims  To develop knowledge and understanding of facilities management within the context of an organisation
Learning Outcomes

- Have an appreciation of trends within facilities management

- Understand the importance of facilities management within the context of own organisation

- Know how to set team and individual objectives that will ensure effective facilities management in own
organisation

- Know what external factors could affect facilities management within an organisation

- Be able to raise the profile of facilities management in the organisation and local community

Managing and developing relationships in the workpl ace Unit M3.45

Aims  To develop knowledge and understanding of Managing and developing relationships in the workplace
Learning Outcomes

- Examine the needs and expectations of others
- Meet the needs and expectations of others
- Be able to manage relationships where it is not possible to meet the need or expectations of others

Delivering service in the workplace Unit M3.47

Aims  To develop knowledge and understanding of delivering service in the workplace
Learning Outcomes

- Be able to deliver service in the workplace
- Understand how to collect feedback and evaluate service delivery in the workplace
- Understand how to monitor the service delivery activity to ensure continuous improvement
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Understanding incident management and disaster reco very in the workplace Unit M3.48

Aims  To develop knowledge and understanding of incident management and disaster recovery in the
workplace

Learning Outcomes

- Understand risk assessment and potential hazards and risks in the workplace
- Understand how to reduce the impact of hazards on people and the organisation
- Understand how to recover after an incident has occurred in the workplace

Understanding security measures in the workplace Unit M3.49

Aims  To develop knowledge and understanding effective security measures in the workplace
Learning Outcomes

- Understand security measures in the workplace and associated legislation
- Know whether the prescribed security measures are effective in the organisation
- Know how to identify improvements to existing security measures

Introduction to leadership and management Unit M3.50

Aims  To develop an understanding of leadership and management and to gain an understanding of own
management style and its impact on the team, colleagues, peers and subordinates in the workplace

Learning Outcomes

- Understand leadership and management
- Understand own management style

Please be aware that on Page 13 we indicate which of these units is studied for
the Award, Certificate and Diploma qualifications.

Also, even though you will be given tuition for mor e study units then you will
ultimately be assessed on, we will help you choose which units you feel are
most suitable for your own assessment.
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Appendix 2b: Study Units for BIFM Level 4 Qualifica  tions

Overview of facilities management Unit FM4.01

Aims  This unit enables learners to develop an understanding of the scope and extent of the facilities
management function and the range of associated services, the roles and responsibilities in
different organisations and contexts as well as the importance of the contribution of facilities
management in both societal and economic contexts.

Learning Outcomes

- Understand the scope and extent of the facilities management function

- Understand the range of services offered by facilities management

- Understand the range of occupational roles and responsibilities across different organisations
facilities management

- Understand the importance of the contribution of facilities management in a wider business
and social context.

- Contribute to internal and external customers’ understanding of facilities management using a
range of communication methods.

Understanding facilities management strateqy Unit FM4.02

Aims  This unit enables learners to develop knowledge and understanding of the drivers, tools and
principles involved in developing and monitoring facilities management strategies in relation to
risk profiles and the overall business strategy.

Learning Outcomes
- Understand how strategy is developed for organisations and their facilities management
function

- Understand the impact of the organisational risk profile on the facilities management strategy
- Understand how facilities management strategy is monitored

Understanding people management in facilities manag ement Unit FM4.03

Aims  This unit enables learners to develop knowledge and understanding of the principles, practices
and legal requirements of leading and managing staff in a facilities management context.

Learning Outcomes

- Understand how to plan workloads and work allocation for staff within the facilities
management function

- Understand how to recruit, retain or dismiss people

- Understand staff appraisal and performance measurement

- Understand the importance of good communication when dealing with people

- Understand the key requirements of legislation effecting the employment and management of
people
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Understanding facilities management support service S operations Unit FM4.04

Aims  This unit enables learners to develop an understanding of a wide range of facilities
management support services operations and how to manage and monitor the delivery of
those services within safe systems of work and budgetary constraints.

Learning Outcomes

- Understand the support services and the options for delivery that are typically provided in
facilities management

- Understand how support services in facilities management are identified and managed

- Understand the importance of health and safety in the delivery of support services in facilities

management
- Understand how to manage the revenue/operational budgets in the provision of support
services
Managing health and safety in own area of facilitie s management Unit FM4.05

Aims  This unit enables learners to develop and enhance knowledge and understanding of Health
and Safety in the workplace and the Facilities Manager’s role and responsibilities in monitoring
and reviewing safety systems.

Learning Outcomes

- Understand the legal requirements for the management of health and safety and environment
in the workplace

- Understand own responsibilities for health and safety in the workplace

- Understand how to communicate and record workplace health and safety hazards and risk
assessments

- Understand the five step process for risk assessment

- Understand how to monitor and review workplace health and safety policies and systems

Understanding risk management in facilities managem ent Unit FM4.06

Aims  This unit enables learners to develop knowledge and understanding of the principles,
techniques and methodologies of risk management in a range of scenarios and the Facilities
Manager’s role in business continuity planning and disaster recovery.

Learning Outcomes

- Understand risk analysis

- Understanding risk management

- Understand how risks are managed

- Understand how risks can be minimised and reduced

- Understand business continuity planning

- Understand incident management and disaster recovery

- Know the five steps to risk assessment in the management of health and safety at work
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Understanding financial management in facilities ma nagement Unit FM4.07

Aims  This unit enables learners to develop knowledge and understanding of the principles and
application of management accounting, the use of capital and revenue budgets, cash flow and
the preparation of financial cases in a facilities management context.

Learning Outcomes
- Understand financial reporting systems and processes
- Understand the use of capital and revenue budgets in a facilities management context

- Understand how to manage cash flow
- Understand how to prepare financial cases

Understanding performance measurement in facilities management Unit FM4.09

Aims  This unit enables learners to develop their understanding of the techniques and processes of
business planning, objective setting and performance management within the facilities
management function.

Learning Outcomes

- Understand the principles and techniques involved in business planning
- Understand the principles of performance measurement

Understanding leadership and management in faciliti es management Unit FM4.10

Aims  This unit enables learners to understand the application of management and leadership
theories and their impact on facilities management, individuals, teams and organisations. It
helps them to link individual performance to the overall strategy of an organisation and the
different approaches to management and models of team working.

Learning Outcomes

- Understand how management style affects organisations and individuals

- Understand how to motivate, manage and lead staff

- Understand how to provide leadership in your area of responsibility

- Understand how to link individual performance to the overall strategy of an organisation
- Understand different approaches to management and models of teamworking

Understanding the management of information and kno wledge in facilities management
Unit FM4.11

Aims  This unit enables learners to develop knowledge and understanding of using and managing
data and information and the applications, benefits and costs of IT systems to support facilities
management.
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Learning Outcomes

- Understand how to collate data within a facilities management context

- Understand how to analyse data within a facilities management context

- Understand how to use information effectively

- Understand how to manage information and knowledge flow within current legislative
requirements

- Understand the types of IT systems used to support facilities management and the legislative
requirements

Understanding facilities management projects Unit FM4.12

Aims  This unit enables learners to develop knowledge and understanding of project management
from start to finish in a facilities management context.

Learning Outcomes

- Understand project management in facilities management

- Understand how to develop, manage and monitor projects

- Understand how to assemble and manage facilities management project teams
- Understand how to manage project completion, sign-off and review

Developing relationships with suppliers and special ists in facilities management
Unit FM4.13

Aims  This unit enables learners to develop their understanding of the importance of relationships
with suppliers and specialists and how to appoint, manage and monitor suppliers and
specialists and the potential risks

Learning Outcomes
- Understand the role of specialists and suppliers
- Understand how to select and appoint suppliers and specialists
- Understand how to manage and monitor specialists and suppliers performance
- Understand what is involved in ending a specialist or supplier relationship

Understanding quality management in facilities mana gement Unit FM4.14

Aims  This unit enables the learners to develop their understanding of the theories and principles of
guality management and quality standards and how to implement them within facilities
management.

Learning Outcomes

- Understand the principles of quality management and apply them in a facilities management
context

- Understand quality standards and accreditation schemes

- Understand how to implement a quality standard

- Understand the concepts of continuous improvement
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Understanding customer service in facilities manage ment Unit FM4.15

Aims  This unit enables learners to develop their understanding of the importance of customer
relationship management and the ways in which Facilities Managers can deliver a customer
focused service and how service level agreements can be managed, evaluated and improved.

Learning Outcomes

- Understand the service culture in a facilities management context

- Understand how to deliver a customer focused service

- Understand how to identify various customers, assess their requirements and satisfaction
levels

- Understand how to develop and manage service level agreements

- Understand the importance of customer relationship management

Understanding property and asset management for fac ilities managers Unit FM4.16

Aims  This unit enables learners to develop knowledge and understanding of the principles and
practices of property and asset management in a range of different scenarios and how to plan
and manage property relocations.

Learning Outcomes

- Understand the requirements of property leases

- Understand property costs and charges

- Understand how to set up and manage a property register and assets register
- Understand the factors involved in property relocation

Understanding property, fabric and building service S maintenance for facilities managers
Unit FM4.17

Aims  This unit enables learners to develop their understanding of the range of strategies used in
the delivery of effective property and building services maintenance in a variety of Facility
Management contexts and the scope of management systems and technologies available.

Learning Outcomes

- Understand building design

- Understand the maintenance implications of building, fabric, structures and components

- Understand how a strategy for the maintenance of the building fabric can be implemented

- Understand how to deliver an effective fabric maintenance service

- Understand the elements of building services maintenance programmes

- Understand how to deliver an effective buildings services maintenance

- Understand building management systems (BMS) and technology used to control or manage
building services

Understanding space management for facilities manag ers Unit FM4.18

Aims  This unit enables learners to develop their understanding of the strategies and objectives
of space management including the management of changes in the use of accommodation
and emerging new developments within a facilities management context.
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Learning Outcomes

- Understand how to develop a strategy for space allocation in buildings

- Understand the impact of structure and services

- Understand how to prepare briefs for space layouts

- Understand how to programme and manage changes in accommodation
- Understand new developments in the use of space

Understanding sustainability and environmental issu es and their impact on FM
Unit FM4.19

Aims  This unit enables learners to develop their understanding of corporate responsibility and the
importance of sustainability and environmental issues and how facilities management impacts
on the environment. The unit also develops understanding of the principles and methods of
waste management.

Learning Outcomes
- Understand sustainability and corporate responsibility
- Understand facilities management impact on the environment
- Understand how to manage waste and its safe disposal
- Understand how to improve environmental awareness and responsibility

Understanding energy and utilities management and t he impact on FM Unit FM4.20

Aims  This unit enables learners to develop their understanding of energy and utility management
principles, processes and monitoring systems and how to implement an energy and utilities
management policy.

Learning Outcomes
- Understand the principles of energy and utilities management
- Understand what is involved in energy and utilities efficiency of buildings and the impact on
facilities management
- Understand how to monitor energy and utilities efficiency of buildings
- Understand how to implement an energy and utilities management policy

Understanding procurement and contract management i n facilities management
Unit FM4.21

Aims  This unit enables learners to develop their understanding of the principles, processes and
scope of procurement, contracts and contract Management.

Learning Outcomes

- Understand procurement

- Understand different types of contract

- Understand the use of specifications and terms and conditions in the procurement of goods
and services

- Understand how to evaluate procurement costs
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Level 4 Study Units Information, Continued

Please be aware that on Page 17 we indicate which of these units is studied for
the Award, Certificate and Diploma qualifications.

Also, even though you will be given tuition for mor e study units then you will
ultimately be assessed on, we will help you choose which units you feel are
most suitable for your own assessment.
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Appendix 2c: Study Units for BIFM Level 5 Diploma

Facilities management development and trends Unit FM5.01

Aims  This unit enables learners to undertake an analytical overview of the scope and context of
facilities management, including the impact of change, development and innovation on
facilities management practices.

Learning Outcomes

- Understand how the scope and extent of the facilities management industry has changed

- Understand the importance of innovation and change in delivering services within facilities
management

- Understand the changing facilities management roles and responsibilities across different
organizations

- Understand the impact of social and economic changes on facilities management

Organisational and facilities management strateqy Unit FM5.02

Aims  This unit aims to enable the learners to analyse, implement, review and update the facilities
management strategy based on an understanding of its relationship with organisational
strategies and effectively communicate the facilities management strategy to a wide audience.

Learning Outcomes

- Understand how organisations develop and review their business strategy

- Understand approaches to developing facilities management strategies

- Be able to develop and implement a facilities management strategy

- Be able to review and identify the need to change the facilities management strategy
- Be able to communicate the facilities management strategy effectively

Managing people in facilities management Unit FM5.03

Aims  This unit enables learners to review, develop and implement human resource management
strategies from recruitment through to exit, in compliance with employment legislation.

Learning Outcomes

- Be able to undertake and review human resource planning in a facilities management context
- Be able to review and improve processes for selecting and recruiting appropriate people

- Be able to use and review appropriate processes to manage staff retention

- Be able to use and review appropriate processes to manage staff exit

- Be able to manage and monitor staff performance in a facilities management context

- Understand the importance of good communication methods within people management

- Be able to manage stress in the workplace

- Understand the implications of compliance and non compliance with the key legislation
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Risk management in facilities management Unit FM5.04

Aims  This unit enables learners to develop a risk management policy, establish risk criteria and
improve and review the risk management process and strategy.

Learning Outcomes

- Be able to develop and disseminate a risk management policy and culture within an
organization

- Be able to establish and review risk criteria for an organization

- Be able to review and evaluate organisational activities and the potential risks that might
emerge

- Be able to manage and improve the risk management process in an organization

- Be able to review the effectiveness of actions being take to reduce risk and maintain business
continuity

Financial management in facilities management Unit FM5.05

Aims  This unit enables learners to apply the principles of financial management and financial
policies to facilities management. To effectively manage budgets and cash flow and to prepare
financial cases.

Learning Outcomes

- Be able to understand the principles and practices of management accounting to facilities
management

- Be able to understand sound financial policies within area of responsibility

- Be able to manage and review capital and revenue budgets in a facilities management context

- Be able to manage cash flow

- Be able to prepare financial cases

Managing negotiations in facilities management Unit FM5.12

Aims  This unit enables learners to lead meetings, evaluate their effectiveness and employ a range of
strategies to manage complex negotiations and conflict resolution in a facilities management
context.

Learning Outcomes
- Understand how to set strategy and objectives for facilities management negotiation

- Be able to negotiate effectively: individually and in a team
- Be able to successfully manage complex negotiations
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Property and asset management for facilities manage rs Unit FM5.16

Aims  This unit enables learners to implement strategies for managing property portfolios, property
costs and asset registers, influence building design and undertake property relocations in a
facilities management context.

Learning Outcomes

- Be able to implement a property portfolio strategy

- Be able to manage property costs

- Be able to manage property and related asset registers

- Be able to evaluate how building design impacts on facilities management and property
strategies

- Be able to undertake property relocations

Energy and utilities management and the impact on f acilities management

Unit FM5.18

Aims  This unit enables learners to develop strategy for the management of space allocation and
accommodation, prepare briefs for space layout, implement changes and assess feasibility of
new developments in the use of space.

Learning Outcomes

- Be able to develop a strategy for space allocation in offices and buildings

- Be able to assess the impact of building structure and building services on space management
- Be able to prepare briefs for space layouts

- Be able to programme and manage changes in accommodation

- Be able to introduce new developments in the use of space

Sustainability and environmental management and the impact on facilities management
Unit FM5.19

Aims  This unit enables learners to develop and manage sustainability and environmental policies
which support corporate responsibility. To also review and influence the impact of the facilities
management functions, to manage waste and promote wider engagement and awareness.

Learning Outcomes

- Be able to develop and manage a policy that protects the environment and supports corporate
responsibility

- Understand the impact of the facilities management function on the environment.

- Be able to improve environmental awareness and corporate responsibility in facilities
management

- Be able to manage waste
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Energy and utilities management and the impact on f acilities management

Unit FM5.20

Aims  This unit enables learners to apply the principles of energy and utilities management, analyse
and improve energy and utility efficiency and develop and implement policy.

Learning Outcomes

- Be able to understand the principles of energy and utilities management

- Be able to develop and implement an energy and utility management policy
- Be able to manage energy and utilities efficiency

- Be able to measure energy and utility efficiency

Please be aware that on Page 21 we indicate which of these units is studied for
the Diploma qualification.

Also, even though you will be given tuition for mor e study units then you will
ultimately be assessed on, we will help you choose which units you feel are
most suitable for your own assessment.
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Appendix 3: Recognition of Prior Learning

Not necessarily. Two phrases come to mind here, one called exemption and another we know
as Recognisation of Prior Learning (RPL).

Let’s look at exemption first. If a learner has studied a recognisable qualification or one that
that sits on the Qualifications and Credit Framework, (QCF), (a term given to all qualifications
that are recognised by the new qualifications structure or format), s/he needs not necessarily
study that subject all over again. If credit points were awarded, these points may often be
‘carried over’ as part of the overall target score for the qualification.

Recognition of Prior Learning (RPL) is the term given to something that may have been
already studied but which does not sit on the QCF. If there is sufficient provable evidence of
prior learning we can consider if re-training could be avoided. But because this does not
qualify for a full exemption, the assessment part of the qualification will nonetheless be

required.

There are complexities to this system and each situation has to be based on its own merits.
You need to contact us if you have a qualification you think may gain exemption, or prior
learning that may minimise the amount of re-study.

We need to investigate some important criteria, such as:

- If this is a pertinent qualification on the QCF framework

- The validity or effectiveness of prior learning (we may ask you to conduct a
competence test)

- An excessive time lapse has not existed since the previous studying occurred

We can advise those who feel they may be exempt from any particular subject area, so please
contact us to discuss this further.
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Appendix 4: General Notes Regarding Fees

Training Fees

The programme of training session dates for each qualification is given in the previous pages
as is the pricing for each programme..

- The ILM Level 3 programme dates are given on Page 12, with pricing on Page 14
- The BIFM level 4 programme dates are given on Page 16, with pricing on Page 18

- The BIFM level 5 programme dates are given on Page 20, with pricing on Page 22

All pricing indicated is exclusive of VAT which is charged at the current rate. No VAT is
charged on registration or assessment fees.

Assessment Fees

We have set the assessement fees based on the guidelines from each awarding
organisation, and there will be a repeat fee required for re-assessment if required or re-
registration if the study period elapses. Assessment fees cannot be refunded once
assessments are booked and paid for, but we do require these fees to be paid at the same
time as the training fees.

Other fees may be charged for any other services as required, covering things such as
appeals, application for exemptions, enquiry into results, unit certification, upgrades from one
gualification to another, and other miscellaneous administrative concerns. Unfortunately the
range of additional fees and associated specifics are too detailed and complex to list here,
but if any learner has any concerns or personal circumstances that may need to be
addressed we can advise on an individual basis.

Registration onto the Course Programme of Choice

Blue-Eye Training charges a registration fee for learners booking onto a programme. This fee
covers administration and covers the registration process along with other adminstrative
activities we have to conduct on behalf of the learner. This fee is integrated into the tuition
fee, exists on the course booking form, due at time of course booking and cannot be
discounted or refunded.
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Assessment

These fees are managed in accordance with each learner’s requirements. Application forms
for assessment are issued during the induction / training sessions. Fees are stipulated by
each awarding organisation. Once paid, these fees cannot be discounted or refunded.

Certification

These fees are charged by the awarding bodies to process and issue of a certificate of
achievement. These fees cannot be discounted or refunded.

Terms and Conditions

Our terms and conditions of course booking are provided with each booking form
downloaded from the internet or sent by us to the learners by e-mail. An additional set of
terms and conditions is available upon request.

Appendix 5:  Accommodation

Accommodation is available at our training venues for those students who wish to avoid the
stresses of excessive travel. If chosen, this is charged on a dinner, bed and breakfast basis at
the venue. The fee covers free use of most leisure facilities.

The dinner allowance is given so that residents can enjoy a very enjoyable meal from a wide
selection from the given menu, but if residents wish to explore a more indulgent menu, a
supplement may be charged by the hotel. The dinner allowance is communicated during the
induction session.

The details of thre impressive 4-star venue we use are given on the next page in Appendix 6,
but we indicate here the costs for overnight accommodation.

The fee charged is £119.00, cannot be discounted and this fee cannot be refunded if
cancellations are made within 48 hours of the course commencement date and time.
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Appendix 6: Venue for Open Programme

Most of our open programme courses are held in the impressive conference facilities of the Donnington Valley
Hotel & Spa in Newbury in Berkshire. Newbury is located at junction 13 of the M4 and the intersection with the A34
and is reachable within 60 minutes from London and 90 minutes from the Midlands.
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There is plenty of parking at the venue for those
travelling by car. The nearest train station is Newbury
Station which is a couple of miles by taxi. Day
delegates are welcome as well as those who would like
to choose the residential option.

Donnington Valley Hotel Tel No: 01635 551199

Address: Old Oxford Road, Newbury, Berkshire, RG14 3AG
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Appendix 7:  Distance Learning, Home Study Arrangements

For some courses and programmes a distance learning, home study option is available. This
type of learning favours those who live or work a significant distance from the training venue
loacation, or who cannot take time off work to attend the classroom sessions.

Level 3 Qualifications
Regrettably, the distance learning, home study option is not available for Level 3 qualificaitons.
Level 4 Qualifications

The distance learning, home study option is now available for Level 4 Award Certificate and Diploma.
The fees are given below.

Level 4 Award Level 4 Certificate Level 4 Diploma
Tuition: 598.00 + Tuition: 1175.00 + Tuition: 2230.00 +
Fees Assessment: 50.00 + Assessment; 100.00 + Assessment: 210.00 +
Certification: 10.00 Certification: 10.00 Certification: 10.00
Atte_n_dance at 165.00 each workshop 165.00 each workshop 165.00 each workshop
additional workshops*

* A very useful option if learners require additional tuition or some one-to-one support from the tutor and an
opportunity to network with other learners and to consolidate their learning. At least five days notice is required to
join the scheduled workshops (including payment in advance).

Level 5 Qualifications

The level 5 Diploma is based on a blended learning package, which is to say that a significant
proportion of learning is conducted on a self-study, distance learning basis, which is followed up by
attendance at a limited number of workshops. Essentially, all 20 BIFM competences are studied on a
distance learning basis, with learners being assessed on 8 study units .

One induction session and five reflective workshops constitute the time when learners attendance in
class will be required. There is just one pricing structure for this programme, as given below.

Level 5 Certificate Level 5 Diploma

Tuition: 3480.00 +
Fees Not available Assessment: 290.00 +

Certification: 10.00 +
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Appendix 8:  Asking Questions about the Programme

We are always on hand to answer questions you may have, so please feel free to contact us
if you need advice. However, take a look at some of the typical questions and comments our
learners approach us with.

“My intention is to learn as much as | can regarding FM and not be limited to
choosing just a few subject areas.”

Facilities management cannot be properly managed by those trained in just a limited number
of subject areas. The qualification structure and programme allows tuition in all essential areas
and assessment in just those each learner feels are most relevant.

“What is the difference between mandatory and optional units?”

Learners will need to study for and be assessed on all of the mandatory units. They also attend
training for other subject areas but they have an element of choice regarding which of these they
wish to be assessed upon. Just like a scoring system, the collective number of credits attained will
achieve the target score to achieve the qualification.

“I notice that the credit values for all of the units shown for each of the
gualifications adds up to more than the target score.”

Learners only need to be assessed on sufficient study units to gain the required target score.
Studying a wide range of subjects is essential in order to gain a full understanding of the topic
and associated units, but they only need to be assessed on their preferred units so long as the
credit values of the units they choose for assessment meets the minimum target, or
requirement.

“Who gets to choose which ‘optional units’ | will be assessed on?”
“And when would | need to make the choice?”

Essentially it is the learners who will choose their optional units for assessment, but the tutors
will help with this choice, or a learner’'s employer or HR manager may help with by suggesting
units which reflect the need of the learner’s job profile or workplace duties. We don’t expect
learners to choose their assessment units until they join the programme, attend an induction
session and have the opportunity to discuss the content of the lessons with the tutors.
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“Suppose | want to study and be assessed on just one or two units?”

Unit accreditation is available, but there is a possibility that the subject may not be fully
understood.

If a learner wishes, for instance, to be assessed on maintenance as this is an area of typical
job function interest, we will allow the learner to do precisely that and ultimately be assessed
on this particular chosen unit. But for a learner to fully understand all aspects of FM
maintenance , he would need a rounded knowledge and sufficient understanding of associated
subject areas such as asset registers , budget control , as well as planning and financial
management ; all subjects being relevant to maintenance.

Therefore, for a learner to study and be assessed on maintenance , he would need to study
associated management units such as those indicated above; thus being guided in more topics
than those solely intended for assessment.

“Give me another example of subject inter-relationship.”

If a learner wishes to choose building the team as a chosen area to be assessed on, he
would need a proper understanding of leadership and management , as well as people
management and even performance management . Each unit is identified as a necessary
study unit, yet the choice on which to be assessed on rests with the learner.

“Who devises the actual training programmes?”

Tuition providers (in this case us) will naturally devise a training programme to identify all likely
combinations of training units, will satisfy the minimum number of learning hours as specified
by the awarding body and offer the programme (also known as a combination of associated
units) for the learner to undertake.
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“Learners will choose different assessment units, so how will this affect the
training, or the training materials you provide?.”

We provide tuition guidance for all learners whether or not they have chosen the topic, or unit,
as one of their assessment units. But those who have chosen the unit as one of their
assessment units will receive an individualised study pack which links the training materials to
the work-based activities which can be undertaken as part of the pre-assessment process.

“Why should | conduct work-based assignments as part of my private
study or homework regime?”

Application of knowledge is the theme of this qualification and so is the assessment method.
Those who are paying for the training programme would like ot be assured that they are getting
value for money and the knowledge the learner receives can be applied to the workplace.
Previously, training courses and qualifications were often based on textbook theory and little
that could be used to make the workplace a better and safer place in which to work.
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Appendix 9: How to Make a Booking

Booking forms are available on-line and learners should follow the relevant links from our web
site: www.blue-eye-training.co.uk.

Alternatively, you can call a member of our student support team on 02392 363 397 and we
can e-mail a booking form to you, or help you find one on-line.

The third option is to send us a request by e-mail for a booking form and we shall gladly e-mail
you a copy. Contact us at: enquiries@blue-eye-training.co.uk

Once we have received your booking form, we will acknowledge your order. We will send an
invoice to the stipulated person/department and we will send you joining instructions about
three weeks before the course is due to commence.

We ought to point out that we offer discounts to group booking or learners who are returning to
us having attended a course with us previously.
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Appendix 10: Contacting Blue-Eye Training

Blue-Eye Training has one main aim:
To provide our customers with the training solution s they are looking for.

Blue-Eye Training is a privately owned business providing training services to both the public and
private sectors. Although incorporated in 2005, the Blue-Eye Training tutors have been providing
facilities management training services collectively for over 30 years. Over the course of studying for
the subject areas, you will meet and work with different tutors. They come from a variety of
backgrounds and will have significant knowledge in the subject areas being taught.

Furthermore, all the training staff have worked within the faciliies management industry and have
considerable hands on experience in the field. Blue-Eye Training is dedicated to providing exceptional
training services and dedicated customer service with an aim to educate as many people in FM as
possible with the skills they need to help the profession strengthen and grow.

Blue-Eye Training promises to:

Provide you with high quality training from industry professionals, specialists in their
field.

Give you ongoing support, with a degree of one-to-one coaching and mentoring.

Provide you with training materials and study packs that allow you to conduct further
studies and work-based assignments.

Prepare you thoroughly for each assessment — including a dedicated assignment and
assessment approach techniques session.

Help and guide you in preparation for the various assessment formats.

Give you the opportunity to complete various nationally recognised qualification
programmes over a time frame that suits your busy work schedule.

Provide a tailored solution for organisations with 5 or more students, giving you a
training package to suit all your needs.

Offer you a range of learning options; from classroom-based learning, home study,
distance learning workplace-based study and project work, day release and more. Tell
us your needs and we will gladly discuss the options.
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Contact Detalls

For all enquiries please contact the Blue-Eye Training Student Support Manager:

Address: Blue-Eye Training Ltd., 68 Kings Mede, Horndean, Hampshire, PO8 9TH
Telephone Number: 02392 363 397

Email: enquiries@blue-eye-training.co.uk

Web: www.blue-eye-training.co.uk

Our Client Portfolio

The sampling given below constitutes just a selection of clients our trainers have been
working with over the last few years:
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