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Introduction to the Course Information Booklet and Learners’ Questions 

This booklet aims to supplement the courses information booklet that provides course 
information on all management courses in Facilities Management (FM). 

This supplementary information has been prepared for Armed Services leavers who are 
considering joining the fastest growing industry in the UK and who are looking to undertake a 
qualification in FM and who are seeking a suitable tuition provider. 

Making a Start 

guide you to the most appropriate course by working through a series of questions 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 
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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.  

 

������������������

 

 

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. 

 

 

Full details are available from the Enhanced Learning Credits website: 

www.enhancedlearningcredits.com 
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Notes from the Website 

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 Qualifications 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. 
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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. 
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Process Flowchart 

The following flowchart represents the claim learners should follow. A fuller version of this 
found on the ELCAS website. 
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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. 
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On the facing page we have provided an at-a-glance indication of the range and scope of 
facilities management qualifications available to learners.  

To help you choose which is the most suitable option you may prefer to follow our step by 
step process indicated on the following 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 job function and / or management level.  Conduct our simple self-assessment check, 
below by choosing one answer option for each given question, make a note of which column 
your answers came from, then review the summary below. 

� � 	 #	 � 	 $	
What type of management position do 
you consider you work at? 

Supervisory 
Junior 

management 
Middle management Senior management 

How much management experience do 
you possess? 

None or little Some Much Significant 

Do you manage other people? No 

Have done so in 
the past (or) is a 

future, or 
intended role 

Yes 
I direct and 

co-ordinate teams of 
others 

What type of activities does your job 
function typically entail? 

Carrying out duties and 
plans devised by 

others 

Conducting 
objective-based 

activities 

Devising and 
implementing 

operational plans 

Devising long term / 
strategic plans 

How much experience do you possess 
in the following list of FM activities:  

Managing property and assets / 
Procurement and supply / FM strategy and 
objective planning / FM project 
management / H&S / FM informaiton 
management / Quality management / 
Sustainability and energy management / 
People management / Customer service 

Little experience of 
topics on the list  

(Up to 3 or 4 of the FM 
activities list) 

Some experience 
of topics on the 

list  

(Approx 4 or 5 of 
the FM activities 

list) 

Good experience of 
topics on the list  

(Between 5 and 8 of 
the FM activities list) 

Extensive experience of 
topics on the list  

(Over 8 and preferably 
all areas of the FM 

activities list) 

Do you look after business premises? 

I work for others and 
my duties require me to 

follow their 
instructions 

Some site 
management is 

involved 

Yes, site(s) 
management is part of 

my role 

I oversee site 
management, which is 
delegated to others to 

manage 

Do you supervise, or in what way do 
you work with contractors? 

I do not work directly 
with contractors 

I work alongside 
contractors 

I help to choose / 
select contractors and 

monitor their 
performance 

I negotiate with 
contractors and manage 

contracts 

Which of the following most closely 
matches your (past) learning 
achievement(s)? 

GCSE 
('O' Level) 

GCE 
('A' Level) 

Further college 
education / HNC 

HND / Degree 

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 I LM Level 3 qualifications have been devised, but 
you may aspire to Level 4 and undertake a BIFM Leve l 4 qualification. �

Answers are predominantly 'C'  

The BIFM Level 4 qualifications are likely to be th e most suitable for you at this level as they are 
very effective in developing or consolidating your current position. The tuition for the Level 4 
qualification covers the FM industry topics extensi vely and are also appropriate for those who 
intend to extensively learn about the FM industry. �

Answers are predominantly 'D'  

Your position appears to be Level 5. Try the Level 5 qualifications if you possess a good deal of 
strategic management experience AND a significant e xisting knowledge of Facilities Management 
across all of the FM business activities / competen ces. 

You may feel as though reaching to the Level 6 qual ifications is the way forward as this extensively 
tests your ability to manage FM strategically from a higher management perspective. The tuition 
and guidance will help you achieve the highest acco lade available within this suite of qualification 
options. Learners may choose this option if they ha ve extensive knowledge and experience in a 
strategic management position.  

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. 
 

 

�
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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  
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Starting on Page 11, information regarding the Institute of Leadership and Management (ILM) 
Level 3 qualifications is given. 
We politely ask you to access our course information booklet available from our web site for 
information on course dates, latest pricing, course content, assessment format and other 
support arrangements. Some support attangements are given from Page 14 onwards. 
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Starting on Page 12, information regarding British Institute of Facilities Management (BIFM) 
FM qualifications at Level 4 qualifications is given. 
We politely ask you to access our course information booklet available from our web site for 
information on course dates, latest pricing, course content, assessment format and other 
support arrangements. Some support attangements are given from Page 14 onwards. 
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Starting on Page 13, information regarding British Institute of Facilities Management (BIFM) 
FM qualifications at Level 5 qualifications is given. 
We politely ask you to access our course information booklet available from our web site for 
information on course dates, latest pricing, course content, assessment format and other 
support arrangements. Some support attangements are given from Page 14 onwards. 

 
�
Our web address is: www.blue-eye-training.co.uk  

  



�

����������	
�����
���	�������	������
������	�����
� ����	����	 �

 

© Blue-Eye Training Limited 2010������������������������������������� �����������������������������������������������������
 

	
����� �

�

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  or aspiring managers  who are developing their 
management potential, their understanding of the FM industry and/or 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 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) 

-  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 to their own workplace 

-  Homework assignments and study packs issued for assessed units 

-  Assessment is via workplace assignment(s)- 28 days assessment period per unit 

-  Assessment ‘papers’ are issued at the end of each tuition session 

-  Tailored / on site courses available for organisations with groups 

-  Tutor support and mentoring during learning, assignments and assessment 

-  Possibility that recognisable prior learning of similar qualifications could lead to study 
exemption 

-  Discounts available to existing learners / group bookings 
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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 either middle managers  who have practical experience of working in the 
facilities management field, or those who will work  at that position, or seek work  in that 
position once qualified. 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, this programme will 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 are required to join the programme 

-  Available at Award, Certificate or Diploma 

-  Learners study a wide range of units but choose which of the study units they will be 
assessed on: 

-  Some units must be assessed (mandatory units)  

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

-  Assessment is via workplace assignment(s)- 28 days assessment period per unit 

-  Assessment for mandatory units is issued at the end of the tuition sessions 

-  Assessment papers for optional units is issued when learner chooses 

-  Learners can join the programme in the Spring or Autumn each year. See next page for 
session dates and subject combinations for each qualification 

-  From initial registration, the learner has 2 years to complete their chosen qualification 

-  Workshop learning (Courses held in Newbury, Berkshire)  

-  Distance learning / Blended learning options available for learners 

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

-  Tailored / on site courses available for organisations with groups 

-  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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Step 3 (continued): Programme Choice   

British Institute of Facilities Management  
Level 5  Programme Overview 

 

The new British Institute of Facilities Management (BIFM) Level 5 Certificate is particularly appropriate 
to middle managers wishing to aspire to a higher manag ement level who have a track record in 
managing FM operations. Blue-Eye Training tutors believe that the Certificate is the suitable 
qualification for managers with limited prior academic training in FM, and wish to confirm their practical 
knowledge with an industry recognised qualification. 

The programme format allows learners to study via a blend of workshop and self-study, which 
comprises both topic workshops, workbook study and reflective workshops.  The Certificate 
programme will enable the learner to achieve the Level 5 Certificate over a 15 month period. 

Tuition is based on covering standalone units thus allowing learners to join the programme at 
any time with a flexible induction scheme.  The programme begins with an overall induction, 
followed by topic workshop, self-study, reflective workshop and assessment period – this pattern is 
repeated five times.  Learning materials are issued at regular intervals, allowing learners to pace 
themselves, and complete the set coursework.  Learners will be required to attend a scheduled 
reflective workshop after each block of self-study to discuss the issues encountered, present elements 
of their coursework, and share practical experiences, prior to the formal assessment of unit.     
 

 

�������������������������������������*������������� ��  

-  Blue-Eye Training offers the Level 5 Certificate qualification to those with prior L4 experience 
in FM or similar discipline, including the BIFM part 1 examinations. (Diploma available on a 
top-up basis upon completion of the Certificate) 

-  Programme follows a set study schedule comprising five blocks of three months (total 
programme duration is typically 15 months). Rolling programme allows flexible start dates 

-  Summative assessment will be based on the five mandatory units and five additional units  
-  Study is by conducting set coursework to encourage use of applied knowledge  
-  Reflective workshops (in Newbury, Berkshire) bring learners together to discuss coursework, 

review current issues, receive topic updates, preparing learners for the unit 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, a requirement for the 

Level 5 assessments 
-  Summative assessment is via workplace assignment(s) - each unit assessment must be 

completed during a 28 day assessment period, as set by the Awarding Organisation, (BIFM)  
-  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 I or Level 4 qualifications if 

studied with Blue-Eye Training 

 �������������������������� ������� �����������  

-  Blended 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 

-  It is a cost effective option and learners can set own pace within the programme 
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General Support Arrangements 
Given below is an overview of some of the tuition nad support anrrangements. A full insight 
into these arrangements is given in our course informaiton booklet accessible from our web 
site. 

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.  

Courses Venue 

Most of our open programme courses are held in the impressive conference facilities of the 
Hilton Hotel & Conference Centre 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. 

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. 

How to Make a Booking 

In addition to applying for your ELCAS funding application, made through your own HR team, 
you will need to obtain a course booking form from us. 

Booking forms are available on-line and learners should follow the relevant links from our web 
site. 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 

Contact Details 

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 

 

 


