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Negotiating to Win  
1 day     FWN

All contracts involve negotiations between customer and 
service provider.  How can the Facilities Manager maximise 
the opportunities presented, minimise the risk to which his/her 
organisation is exposed and effectively manage negotiations 
against highly experienced opponents?

This course describes proven negotiation techniques, makes 
you aware of your inherent negotiating strengths and shows 
you how to optimise them to reach a successful contract  
deal by:
• 	Setting realistic targets
• 	Anticipating the other party’s needs and tactics
• 	Preparing and managing opening positions
• 	Looking for ‘added value’
• 	Using proven persuasion techniques
• 	Planning and managing concession trading
• 	Avoiding common mistakes and omissions
• 	Effectively closing the deal

25

Understanding & Developing 
Service Level Agreements   
1 day     SLA

Service Level Agreements (SLAs) are at the heart of a  
client-focused service and when implemented properly they 
will help you manage contracts more successfully.

The day will show you how to use SLAs to change and improve 
your FM services, and achieve the goal of satisfied customers.

It will take you through how to evaluate customer 
requirements, and then how to structure and write SLAs. It 
will clarify the differences between service level agreements, 
specifications and contracts. The day will also identify the key 
parties to SLAs, and importantly how to achieve their buy-in.

The course will help you implement SLAs in your organisation 
and identify how to monitor staff and contractors to ensure 
the required service levels are achieved. 
 
•	 Why we need service level agreements
•	 What is an SLA: purpose, scope and context
•	 The differences between SLAs and contracts
• 	The key parties to a service level agreement
• 	Achieving buy-in from the key parties
• 	Identifying client and user needs
• 	Being realistic about resources
• 	How to structure and write SLAs
• 	Successful implementation
• 	Key Performance Indicators (KPIs)
•	 Demonstrating value for money
• 	How to use SLAs to change and improve
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Contract Management   
1 day     QMTM

Objectives, targets and performance levels set out in a 
Contract or SLA must be met in practice. Promised benefits 
must be delivered and improved quality of service sustained 
throughout the contract life cycle. Change must be managed, 
day-to-day service problems resolved and budgets met. 

This intensive but practical course is designed to equip 
delegates with the knowledge and techniques to manage 
contracts and service levels effectively, and to achieve the 
demanding performance requirements expected of them.

• 	Understanding the legal framework of contracts  - 	 	
	 avoiding mistakes and traps
• 	Contract management roles and responsibilities: 	 	
	 managing relationships
• 	Performance measurement in practice: getting the 	 	
	 promise delivered
• 	Performance improvement programmes
• 	Dispute avoidance and resolution
• 	How to manage contract change, cost variation and 
	 cash flow and prepare for re-tender/renewal
• 	Working collaboratively with suppliers
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“Intense but enjoyable - I now have a better 
understanding of contract management.  
The course was well worth doing!” - Facilities 
Manager UK, Volvo Group Real Estate
(Ref. QMTM)
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Introduction to Catering 
Contracts  1 day     iNTC

Frequently managers are being asked to take over 
responsibility for the catering contracts with no prior 
experience in this field.  This course represents the first stage 
towards developing a better understanding of the catering 
industry and what it means to be managing a successful 
contract. 
 
The emphasis is on providing the background to the industry, 
the nature of catering operations and the key players.  It 
will attempt to lift the lid on jargon so that delegates 
can communicate with caterers and make preliminary 
assessments.

•	 Different concepts and operation models to be found in 	
	 employee catering
• 	The types of contract in use today
•  	Penetrating the financial jargon 
•	 Typical financial models 
• 	Initial quality assessments
• 	Most current trends
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“Very good - I would recommend this course 
to my colleagues.” - Facilities Officer, Nuclear 
Decommissioning Authority  (Ref. FWN)

“Well presented - the trainers’ knowledge of 
the subject was excellent and good examples 
were given to take back to the workplace.” 
- Specialist Contract Performance Manager, 
National Grid (Ref. FCAT)

Contracting Trio
Courses 23, 24 & 25 can be 
taken as one course (course 
code CQF) for a reduced fee - 
see our fees listed on page 9  

Making Catering Contracts  
Work   2 days     FCAT

This course is designed specifically for those with responsibility 
for catering within their organisation and who are seeking 
to improve the quality of service or financial performance.  
Some will benefit from simply understanding in more detail 
how catering works and the actions needed to improve 
communications with the caterer to achieve more from the 
contract.

Through a review of their own catering objectives, delegates 
will be able to define the foodservice brief and develop a 
strategy for continual improvement.  By taking an in depth 
look at the operational, legal and financial aspects of a 
catering contract the course will provide a greater awareness 
of the tendering process, the options and potential pitfalls.

•	 Developing a food service strategy and planning for 	 	
	 change
• 	Preparing SLAs, contracts and tender 
	 documentation
•  	Performance management 
•	 Financial reporting and understanding 
	 the invoices
• 	Legal framework and the FM’s responsibilities
• 	Trends and food service concepts
• 	Contract monitoring

28
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Courses 23, 24 & 25 can be taken as one course (course code 
CQF) for a reduced fee - see our fees listed on page 9.  

Courses 23, 24 & 25 can be taken as one course (course code 
CQF) for a reduced fee - see our fees listed on page 9.  
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IOSH Managing Safely
5 days     IOSH

This course enables anyone who manages risks & resources to 
comply with their organisation’s policy and best practice, by 
introducing practical controls to improve H&S. It is accredited 
by the Institution of Occupational Safety and Health, Europe’s 
leading professional body for H&S practitioners.  
 
•	 The H&S responsibilities of managers.
•	 Assessing and controlling risks
•	 Managing common hazards: movement of people; 	 	
	 entrances & exits; trips & falls; lighting; temperature; 	 	
	 welfare; plant & equipment; vehicles; electricity; 	 	
	 noise; vibration; chemicals & substances; housekeeping; 	
	 working at height; fire & emergency procedures; 	 	
	 computers; manual handling; stress; aggression, 	 	
	 bullying & violence.
•	 Checking performance, learning 	 	
	 from losses
•	 Protecting our environment
 
IOSH Certificate:  Participants will be evaluated by a written 

assessment (based on multiple-choice questions) and a work-based 

project after the course. Successful delegates receive the nationally 

recognised IOSH ‘Managing Safely Certificate’.

 
IOSH Managing Safely is delivered by System Concepts Limited, an 

IOSH-approved course provider.

3330
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NEBOSH General Certificate  
in Occupational  
Health & Safety  11 dayS   NEB

Are you responsible for the health & safety of your facilities?  
All organisations require those responsible for H&S to be 
fully up-to-date with the legal requirements and be able 
to apply these to ensure compliance and provide a safe 
and comfortable working environment.  This in-depth 
programme covers all the essentials of health & safety, helping 
you understand the legal framework, moral & economic 
requirements & implications for good standards in health & 
safety within an organisation.

•	 Overview of H&S legislation 
•	 An effective health & safety culture 
•	 Health & safety policy 
•	 Risk assessments 
•	 Health & safety strategies 
•	 Fire safety 
•	 Physical processes of work & the environment 
•	 Investigating & reporting accidents at work

Qualification: NEBOSH Level 3 Certificate: This course 
gives you a nationally recognised qualification demonstrating your 
competence in this area.

Delegates are awarded the Level 3 Certificate on successful 
completion of two 2-hour written papers: Management of Health & 
Safety, Controlling Hazards and a practical assessment.

BIFM Training have launched this course in association  
with Connaught, an accredited centre provider of NEBOSH courses.
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Climate Change - The  
Impact on FM   1 day     CLIM

The world’s climate is changing and will change further in 
coming decades as a result of the increasing concentration 
of greenhouse gases.  These changes will result in droughts, 
floods, erosion and damage to buildings and roads leading to 
a range of impacts affecting properties which the FM must 
manage.  So what can the FM do to adapt to the changing 
climate and mitigate the risk?  This course is developed for the 
non-technical FM and reviews:

•	 The impacts of climate change on business
•	 The effects on the FM function including supply 	
	 chain impacts, building performance and landscaping  
	 & infrastructure issues   
•  Risk assessment and reduction - how to develop 	 	
	 adaptation and mitigation measures to the existing 		
	 portfolio and planned future premises   
•  The impacts on planning, leasing, insurance and  
	 asset value   
•  Appropriate renewable technologies and their cost 	 	
	 effective installation 
• 	Optimising energy performance   
•  How to implement good operational and capital measures
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Energy Legislation for FMs 
1 day     ELEG
 

Three key areas of energy legislation have a major impact on 
FMs in the UK: Energy Certification, Part L Building Regs and 
the Carbon Reduction Commitment (CRC). Many non domestic 
buildings need an energy certificate showing building energy 
performance. They are required in all new buildings, at sale or 
rent of existing buildings and annually in large existing public 
buildings. With changes to your building, efficiency standards 
under Part L come into play. Large buildings will be involved in 
carbon trading (CRC) in 2010.  This course gives an overview 
of the requirements and your obligations:

•	 The Energy Performance of Buildings Directive (EPBD)
•	 The UK regulations for energy certification
•	 Energy Performance Certificates (EPC’s) 
•	 Display Energy Certificates (DEC’s) for large public 	 	
	 buildings
•	 An overview of Part L of the Building Regulations
•	 Requirements/implications of Part L2B for works in 	 	
	 existing buildings
•	 Installation, commissioning and handover
•	 Sub-metering and building log books
•	 CRC requirements – what, when & who
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Introduction to Sustainability 
for FMs   2 dayS     SUST

Explains how Corporate Responsibility (CR) and environmental 
management issues affect organisations, with practical 
measures and tools to deal with the challenges. Rising costs 
to dispose of waste and increasing energy rates together with 
tangible risks to business and property performance are raising 
this issue to the top of the corporate agenda.  

•	 Origins and definition of Sustainable  
	 Development and CR
•	 The drivers and implications for FM
•	 UK and EC regulatory and legislative requirements
•	 Requirements of the Duty of Care and other waste 	 	
	 management legislation
•	 Benefits of effective waste management 
•	 Introduction to Environmental Management  
	 Systems and ISO14001
•	 Implementing environmental and social initiatives 	 	
	 and best practice
•	 Improving business performance in terms of  
	 costs, practicality and success rates

29
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“A lot of information to take in however 
the tutor kept the class engaged - his 
teaching skills and style were very good 
and certainly made the difference.  I have 
thoroughly enjoyed the course!” - Head of 
Workplace Management, Guardian News & 
Media (Ref. NEB)

 
Energy Management for FMs
1 day     ENER

Energy costs and global warming mean the spotlight is 
on energy use. The Facilities Manager plays a central role 
in implementing sustainable solutions. Running costs 
can be reduced and environmental targets met through 
management of energy consumption.  Good practice in 
energy management results in recognition for the FM, through 
innovative cost savings and support of key social issues. 

•	 Developing an energy policy
•	 Introducing an energy efficiency campaign
•	 No-cost and low-cost measures for buildings
•	 Low and zero carbon technologies for buildings
•	 Integrating measures into the building design
•	 Implementing energy saving measures
•	 Using building log books
•	 EPBD, asset ratings and operational ratings 
•	 Measuring energy performance 



Health & Safety Regulations, 
Responsibilities & Risk  
Assessments    2 days     hsa

Acts of Parliament, Regulations, Approved Codes of Practice 
and Guidance Notes form the UK framework of health and 
safety compliance. Prosecutions, civil actions and government 
initiatives are focusing attention on the human and financial 
cost of non-compliance.   This course provides up-to-
date guidance for all levels, irrespective of the size of the 
organisation.

• 	Health & safety policies and management
• 	HSE priorities 
• 	An overview of H&S legislation
• 	Enforcement and prosecutions
• 	Controlling the environment
• 	DSE workstation assessments	 	
• 	Health & safety risk assessments
• 	Ergonomic issues and home working
• 	Regulatory Reform (Fire Safety) Order
• 	Driving for work
• 	 Inspecting & auditing
• 	Developing a safety culture
• 	Sample policy statement and checklists provided
• 	Corporate Manslaughter & Corporate Homicide Act 2007
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(Optional) Safety for Senior Executives 
Certificate from IOSH: Delegates can sit a 45 
minute test at the end of the course (comprising 10 
multi-choice questions and a project) to assess their 
knowledge and ability to apply it.  Successful 
applicants will be awarded an IOSH Certificate.

 
Inclusive FM & The DDA   
1 day     INC

This course provides a holistic approach to access and egress 
for disabled people together with an all-round perspective 
on all legislation that impacts on this.  Delegates will review 
the impact of legislation against human needs when running 
buildings or estates.  New arrangements under the Single 
Equality Act will be covered.  The course is tailored to cover 
issues that arise for the facilities and estate manager, blending 
disability equality and awareness with management and 
maintenance issues in buildings.  Means of escape for disabled 
people is covered in some depth during the second half of the 
day, including Personal Emergency Evacuation Plans (PEEPS).

• 	Updated legislative framework 
• 	Examination of user needs and 
	 ‘reasonableness’
• 	Design principles - spatial, visual, acoustic
• 	Fire safety arrangements for disabled people
• 	 Includes practical access and egress workshop
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Premises Management Nos. 10-13

 
Selecting & Controlling  
Contractors On Site  1 day     SITE

FMs are increasingly being held accountable for breaches 
of H&S legislation committed by their contractors. When 
contracting out you cannot outsource your H&S responsibilities 
– both parties have duties under H&S law.  This course 
provides up-to-date guidance for anyone responsible for 
bringing a contractor onto their premises. 

• 	Who counts as a contractor? 
• 	 Legal obligations  
• 	Selecting suitable contractors 
• 	Managing contractors 
• 	Assessing the risk 
• 	 Information management  
• 	Co-operation & co-ordination 
• 	Reviewing performance 
• 	Auditing your contractor  
• 	Apply good practice 
•  Contractor Health & Safety Questionnaire
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Fire Safety Law & Risk 
Assessment   1 day     flA

Recent fines of up to £400,000 and terms of imprisonment 
imposed on directors show that some companies are not 
complying with current fire safety regulations in England and 
Wales.  The Regulatory Reform (Fire Safety) Order 2005 affects 
all workplaces, making organisations responsible for their own 
legislation compliance and fire safety regime. Scotland has 
regulations which are different but broadly similar in impact.*
• 	Extent of fire safety problems in UK workplaces 
• 	Fire risk assessments
• 	Fire safety management
• 	Hazard spotting
• 	Staff training and fire evacuation drills
• 	Fire Safety Law - the present position
• 	Fire Safety Order: Requirement, obligation, enforcement
• 	Role of the “responsible person”
• 	The role and duties of competent persons
• 	Cost effective compliance
• 	Enforcement and offences; defences
• 	New duties in multi-occupancy 
	 buildings
The course includes a short fire risk assessment exercise
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Understanding the  
Construction (Design & 
Management) Regs.  1 day   CDM

The Construction (Design and Management) Regulations (CDM) 
came into force in April 2007 and replaced the 1994 Regulations.  
This course explains the key aspects of the CDM Regulations 
including the legal duties and roles of everyone involved in a 
construction project. It will help ensure that projects are properly 
planned and safely completed, to specification, on time and 
budget whilst minimising disruption. It will help you understand 
the main requirements and identify when the CDM Regulations 
apply, and the roles of the duty holders. It will also explain the 
importance of the pre-construction information.

•	 Overview of the CDM Regulations & underlying principles  
• 	Definitions
• 	When do the CDM Regulations apply?
	 - Notification of projects to the Health and Safety Executive
• 	Competence, co-operation and co-ordination
• 	The general principles of prevention
• 	All construction projects: responsibilities of clients, 	 	
	 designers, contractors
• 	Notifiable projects: responsibilities of clients, designers, 	 	
	 CDM co-ordinator, principal contractors, contractors
• 	The Health and Safety file

41
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IOSH Safety for Senior 
Executives   1 day     HSM

Managing risk is a key issue for all directors and senior 
managers.  One key area is the health and safety of an 
organisation’s workers and others (including members of 
the public).  This course will provide senior executives with an 
understanding of their roles and responsibilities, particularly in 
line with the Institute of Directors’ (IoD) and Health and Safety 
Commission’s (HSC) code of Directors’ responsibilities for health 
and safety.
• 	The cost of non compliance - moral; financial; legal 	
• 	Senior Managers’ responsibilities under H&S law
• 	Civil & criminal law and how it is enforced
• 	The IoD and HSC’s code “Leading Health & Safety at 	 	
	 Work”
• 	Corporate governance and health and safety 
• 	Benefits and costs, Annual reporting
• 	H&S management systems; Action plans
• 	Corporate Manslaughter & Corporate Homicide Act 2007	

 
Fire Safety Law & Risk 
Assessment 1 day      FLA

 
Display Screen Regulations &
Risk Assessment   2 days     DSA

This practical course explains employers’ duties for staff using 
Display Screen Equipment and how to carry out the essential 
Workstation Assessments. It covers:  
•	 The Display Screen Equipment Regulations
•	 The scientific principles behind the Regulations
•	 An introduction to ergonomics
•	 Visual issues and display screen work
•	 Posture & musculoskeletal issues
•	 Environmental and organisational issues
•	 How to conduct assessments & use checklists
•	 Practical assessment exercises
•	 Implementing an effective action plan
 
      Full documentation and assessment checklists provided

DSE Assessor’s Certificate: This course is 
accredited by the Institute of Ergonomics and 
Human Factors and presented by System 

Concepts.  Delegates who successfully complete a two-part 
assessment will receive a Certificate stating they are trained to 
conduct DSE & Workstation assessments.
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 *While this course will not cover the Fire (Scotland) Act in 
detail, notes on the Scottish Regulations are provided.  A 
one day course focused on the Scottish Regulations runs 
on 15 September 2010.



One Day - Non Residential	 £380	 £450	 £475

Two Days - Non Residential	 £695	 £755	 £830

3 days - UFMF/FES [01] [05]	 £1265	 £1350	 £1450 

Non Residential Option	 *£995	 *£1080	 *£1180 

 

ILM Level 3 Award in FM  	 UFMF Fee + £150	 UFMF Fee +£150	 UFMF Fee +£150

3 DAYS - PRFM1 or 2 ([02&03]	 £1455	 £1550	 £1660 

Non Residential Option	 *£1185	 *£1280	 *£1390

3 DAYS - FMBUS [04]	 £1505	 £1600	 £1720 

Non Residential Option	 *£1235	 *£1330	 *£1450

3 DAYS - CQF [23,24 & 25]	 £995	 £1080	 £1180 

Non Residential

5 DAYS - FMD [07]	 £1655	 £1800	 £1960 

Non Residential			   	

UFMF  |  Understanding FM 
10-12 August 2010 
21-23 September 2010 
12-14 October 2010 
23-25 November 2010 - Edinburgh 
14-16 December 2010 
18-20 January 2011 
15-17 February 2011 
 
PRF1  |  The Professional FM1 
6-8 July 2010 
14-16 September 2010 - Edinburgh 
2-4 November 2010 
8-10 February  2011 
 
PRF2  |  The Professional FM2 
29 June - 1 July 2010 
28-30 September 2010 - Edinburgh 
9-11 November 2010 
1-3 February 2011 
 
FBUS  |  FM Business School 
16-18 November 2010 
28-30 June 20112009 
 
FES  |  Team Leading  
22-24 June 2010 
14-16 December 2010

COMM  |  Communication Skills 
13 October 2010

FMD  |  Management Development 
15-19 November 2010 
4-8 April 2011 
 
CUST  |  Customer Focused FM 
20 July 2010 
23 November 2010 
 
PEF  |  Personal Effectiveness 
23 November 2010 
 
PROP  |  Property Management 
15-16 September 2010 
15-16 December 2010 
 
RELO  |  Managing Relocation, Fit Out  
& Move 
23-24 June 2010 
13-14 October 2010

FBM  |  Bldg Surveying & Maintenance 
17 November 2010

FLPS  |  Building Services 
20-21 July 2010 
9-10 November 2010 
16-17 March 2011

CCM  |  Cutting Costs/Maintaining Svcs  
3 November 2010 
11 May 2011 
 
IPW  |  Improving Performance  
22-23 September 2010 
 
FIN1  |  Financial Management 1 
22 September 2010 
23 February 2011 
 
FIN2  |  Financial Management 2 
23 September 2010 
24 February 2011 
 
FWS  |  Effective Space Planning 
5-6 October 2010 
8-9 March 2011

HPW  |  High Performance Workplace 
14-15 July 2010 
 
PMFM  |  Project Management 
21-22 July 2010 
7-8 December 2010 
 
FDR  |  Disaster Recovery 
12 October 2010 
2 February 2011 
 
SEC  |  Security Management 
28-29 September 2010 
9-10 March 2011 
 
CSP  |  The Tender Process 
21 September 2010 
7 December 2010 
 
QMTM  |  Contract Management  
22 September 2010 
8 December 2010 
 
FWN  |  Negotiating to Win 
23 September 2010 
9 December 2010 
 
SLA  |  Service Level Agreements 
1 July 2010 
2 December 2010

INTC  |  Intro. to Catering Contracts 
16 November 2010 
 
FCAT  |  Making Catering Contracts  
Work 
17-18 November 2010

SUST  |  Intro. to Sustainability for FMs 
1-2 December 2010 
2-3 March 2011 
 
ENER  |  Energy Management 
2 November 2010 
16 March 2011

ELEG  |  Energy Legislation for FMs 
3 November 2010 
17 March 2011 

CLIM  |  Climate Change 
16 December 2010 
8 June 2011 
 
IOSH  |  Managing Safely  
5-9 July 2010 
18-22 October 2010 
24-28 January 2011

NEBOSH  |  National Gen. Certificate 
13-17 September 2010		  [week 1] 
4-8 October 2010		  [week 2]                     
11 October 2010		  [Exam] 
 
14-18 February 2011		  [week 1] 
7-11 March 2011		  [week 2]                     
14 March 2011		  [Exam]  

HSA  |  Health & Safety Regulations 
8-9 September 2010 
30 Nov - 1 Dec 2010

DSA  |  Display Screen Regulations 
29 - 30 September 2010 
8-9 December 2010 
 
HSM  |  IOSH Safety for Senior Exec 
30 June 2010 
4 November 2010

INC  |  Inclusive FM & DDA 
13 October 2010 
12 April 2011

SITE  |  Selecting & Controlling  
Contractors On Site 
22 July 2010 
11 November 2010

FLA  |  Fire Safety Law 
15 September 2010 - Edinburgh 
14 October 2010 
25 May 2011 
 
CDM  |  Understanding CDM Regs. 
22 June 2010 
5 October 2010
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COURSE FEES  (all shown ex-VAT)

BIFM Members Other Members Non-Members

Courses 01, 02, 03, 04, 05 include 2 nights’ quality full-board accommodation.   For *non residential 
bookings on these courses all prices are shown less £270 + VAT. 

All fees include course documentation, refreshments and lunch. 

Members of the International Facility Management Association (IFMA), Irish Property and Facility 
Management Association (IPFMA), the Facility Management Association of Australia (FMA) and the 
Heating and Ventilating Contractors’ Association (HVCA) are also eligible for the BIFM Member rate.

Other Associations’ Members such as RICS, CIOB and CIBSE qualify for the discounted ‘Other 
Members’ fee shown above. Others may be eligible – Please contact us on +44 (0)20 7404 4440 or  
+44 (0)20 7242 4141 or email: info@bifm-training.co.uk

Duration BIFM Members Other Members Non-Members

9 www.bifm-training.com  |  +44 (0)20 7404 4440 or +44 (0)20 7242 4141

14

All courses are held in Central London unless 
otherwise stated.  Further dates may be 
available.

5 DAYS - IOSH Managing Safely	          £710	 £780	 £850  

[32]  Non-Residential  		

11 DAYS NEBOSH [33] 	 £1500	 £1600	 £1700 

Non Residential 

Duration

28
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Facilities Management:  
Learning, Training and Development

A professional Facilities Manager can have a 
huge impact on an organisation, from creating 
an optimum working environment conducive to       
greater productivity, through to a direct positive 
impact upon the bottom line.

To achieve such goals Facilities Managers must 
develop the knowledge, skills and techniques
which enable the most effective ways to
manage premises.  Experience and personal 
attributes are a major factor, but focused
learning and training has a huge role in
equipping FMs with the skills and knowledge
to improve performance.

•	 University of the Arts London

•	 Sonangol - Direcção de Manutenção e Infra  
	 estruturas (Angola)

•  The Royal Bank of  Scotland

•  Centre for Ecology &  Hydrology

•  Virgin Media

•  Ecovert FM Ltd

We can deliver flexible, modular training 
either using our standard course 
programmes, or we can mix and match 
elements to suit your needs.  Alternatively 
we can work with you to develop tailored 
solutions, based on your way of working, 
using practical ‘live’ examples.
Benefit from:
•	 Fixed price policy for up to 15* to
	 maximize value for money
• 	 Tailored training to fit your business 	
	 needs
• 	 Flexible, modular approach
• 	 Options for accreditations and 	
	 qualifications
*Certain courses are limited to 12 
As part of our in-house service we routinely 
measure and feed back the outcomes of 
training programmes, either using our 
own evaluations or tailoring them to your 
standards.

These are just some of the reasons why a growing number of public 

and private sector organisations choose to work with us on in-house 

development programmes. Whether you’re looking for an efficient, 

cost effective solution to training groups or teams, or whether you’re 

looking for a ‘blended’ learning approach to connect with the way you 

work, BIFM Training can offer the right solution.

About the BIFM
The BIFM is the ‘natural home’ of facilities 
management in the UK.  Founded in 1993, the 
Institute provides information, education, training 
and networking services for over 12,000 members.

Membership of the BIFM offers you: 
1.	 Entitlement to post nominals demonstrating 	
	 your professional status
2.	 The latest industry news delivered daily
3.	 Professional training courses at discounted rates
4.	 Access to our highly valued Good Practice Guides 	
	 and knowledge resources
5.	 A lively programme of events to support 		
	 networking and professional development
6.	 Optional membership of our Special Interest 	
	 Groups
7.	 Discussion Forums enabling you to share your 	
	 ideas and issues with other members
8.	 Development Resources to help you at every 	
	 stage of your career	

Find out more about the benefits of membership by 
visiting www.bifm.org.uk, calling 0845 058 1358 
or emailing membership@bifm.org.uk 

  LEARNING AND DEVELOPMENT SERVICES

In-House Training & Consultancy

Flexible And Cost Effective 

We provide a range of services to support 
structured professional development planning 
and change management, including:

• 	Skills profiling
• 	Competence development
• 	Training needs analysis
• 	On the job ‘learning’
• 	Coaching & mentoring
• 	E-learning solutions

Blended Learning Solutions 

Continuing Professional Development (CPD) is about making progress in your career by increasing 

your skills, knowledge and understanding and thereby enhancing your effectiveness. All our 

courses contribute to and support the BIFM CPD Policy and online framework.  Attendees receive 

individual certificates, which can be retained as evidence of learning achievements.

Our Growing Range Of Clients

•  National Grid plc

•	 McDonald’s Restaurants Ltd

•	 �The Local Government 	
Ombudsman

•	 The Highways Agency

•	 Workspace Group plc

•	 Incisive Media PLC

•  The Scottish Parliament

•	 Johnson Controls Ltd

• 	 Hallmark Cards plc

• 	 Department for Environment, Food and 	
	 Rural Affairs (DEFRA)

• 	 London Borough of Lewisham

These 41 different BIFM Training courses, managed 
by Quadrilect Ltd on behalf of the BIFM, offer an 
unparalleled range of opportunities for personal and 
professional development that will make you more 
effective in your role.

For more information including course outlines, 
aims, objectives and detailed programmes please 
visit www.bifm-training.com

Professional Qualifications & Development

These courses are based on the benchmark        
BIFM Facilities Management competences,         
which underpin BIFM Membership criteria and 
CPD framework. Attending these courses can help 
candidates strengthen their knowledge base and 
form part of the Portfolio of evidence they need to 
submit when demonstrating their knowledge and 
experience of FM.

BIFM Certificates of Attendance are issued to  
all delegates.

BIFM CPD

Looking to raise standards and credibility for professionals?

Building the team, managing talent - and planning for succession?

Wanting to grow new skills and knowledge?

ILM Endorsed 
Awards 
 
Please note we can 
offer in-house clients 
the option to have 

the following courses delivered 
with an Institute of Leadership & 
Management Endorsed Award: 
 
Customer Focused FM, Personal 
Effectiveness Skills, Project 
Management and The Contracting 
Trio (The Tender Process, Contracting 
Management and Negotiating to 
Win)

Looking for flexible and cost effective on-site training?

For further information or to arrange an informal discussion on in-house programmes only please 
contact Jane Bell, Director of Learning & Development Services on +44 (0)1608 676669 or via  
jane@quadrilect.co.uk or visit our website  www.bifm-training.com/BifmLearningFS.htm

“ BIFM Training helped us 
develop a specially tailored 
course for a complex, long-
term contract and presented it 
to a very high and professional 
standard, with excellent 
delegate feedback.  We now 
intend to develop the course 
further with them.” - Head of 
Projects, Metropolitan Police 
Interserve FM Ltd



COURSE REGISTRATION FORM
Please send to: Quadrilect Ltd, 3rd Floor,  
112 High Holborn, London  WC1V 6JS or 
fax to: +44 (0)20 7404 0258 
(please photocopy for multiple bookings) 

Course Title

Course Code and Date(s) 

For courses 01, 02, 03, 04, 05 (only) please indicate if:    
Residential           Non-residential
 
For course 01 please tick if you wish to undertake the ILM Award:	 
Yes		  No 

Delegate’s Name 

Job Title 

Organisation 

Address 

Phone No. 

Fax No. 

If you would like updates on our current programme and other BIFM notices 
please tick   Yes           or No           and provide your email address

Email: 

BIFM/IFMA/IPFMA/FMA Membership Details (please circle the professional 
body you belong to, if applicable) 

Individual Member 	       Yes	       No

Membership No. 

Corporate Member            Yes	       No

Member of other Association 
Please specify: 

Payment Details 

Invoice Address (if different from above) 

Purchase Order No. (if applicable) 

We can accept payment by cheque (made payable to Quadrilect Ltd)  

or by BACS, but credit cards incur a 4% surcharge on the gross fee.

Tel. No. +44 (0)20 7404 4440 or+44 (0)20 7242 4141 
Email: info@bifm-training.co.uk       www.bifm-training.com
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VAT No. 791 4806 05

Ref :  JUN 10

Please send me further information on (please tick)

BIFM Individual Membership		

BIFM Corporate Membership		

BIFM Examinations & Qualifications	

BIFM Training is a joint venture between the BIFM and Quadrilect Ltd and 
both parties will share this information. 

I have read and accept the conditions above 
Signed 

Date 

Personal Background
Please complete these details in full. They are very important for pre-course 
planning and preparation. 

Do you hold any academic or professional qualifications in any 
discipline? If so, which? 

What are your current job responsibilities? 

How long have you held these? 

Which specific questions would you like to see addressed during the course / 
what are your main reasons for attending? 

Please advise us if you have any special access requirements. 
  

To ensure equal access to our 
services, please advise us if 

you need our literature supplied 
in an alternative format.

 

CANCELLATIONS: For most courses a £35 + VAT (per course) admin. fee will be charged  
if you cancel in writing more than 10 working days before an event. Registered 
delegates who cancel after this time or do not attend are liable for the full fee. 
Substitutions can be made at any time. But please note that for the IOSH 5 day 
Managing Safely course and NEBOSH General Certificate, once a booking is 
made, a £35 + VAT admin fee will be charged if you cancel in writing 28 working days 
before an event; after this point no cancellations or transfers will be accepted, and the 
full fee is payable. However substitutions will be accepted at any time.


