[image: image1.jpg]Shelter

Scotland



[image: image2.jpg]



	        Learning Programmes


	Please tick as appropriate



	1
	Housing Information & Advice (National Standards)

E:Learning

(Complete Sections 1 & 2 only)


	£182 - £217 + VAT for Type 1

(6-11 modules)

£484 - £635 + VAT for Type 2

(6-11 modules)


	

	2
	Professional Development Award (PDA) in Housing Information & Advice
E:Learning
(Complete Sections 1 & 3 only)


	£196 - £234 + VAT For Level 6

(3-5 units)

£524 - £689 + VAT for Level 7

(3-5 units)

£797 + VAT for Level 8

(6 units)
*Each unit incurs a £14.50 SQA admin fee in addition to the above cost.

	

	3
	CPD (Continual Professional Development in Housing Law, Information & Advice)
E:Learning/Blended

(Complete Section 1 only).  We will then contact you to discuss.
 
	In development and will be available from April 2012.  Price to be determined.  
	

	4
	Face-to-Face training

(Complete Section 1 only).  We will then contact you to discuss specific requirements.

	£875 + VAT per day for up to 16 delegates for one of our standard programmes 

	

	5
	Housing Options

E:Learning / Blended

(Complete Section 1 only).  We will then contact you to discuss.

	In development and will be available from April 2012.  Price to be determined.  
	

	6
	MBHA (Money & Benefits Advice for Housing Advisors)

E:Learning

(Complete Sections 1 & 4 only).  We will then contact you to discuss.
	£69 + VAT

*currently one module
The additional two modules are in development and will be available April 2012  
	


SECTION 1
Agency/Organisation name and address:
Service Name (team or unit if applicable) and Address:
Name and contact details of Training Supervisor

This is the person within your organisation who will be responsible for supervising the progress of learners.  S/he should understand the nature of the role as s/he will be the main contact person for the training provider.

Name: 

Job Title:

Telephone Number:

Email:

Name and address details of where invoice to be sent: 
Learner Details:
You should provide the name and job title for each learner.  It would also be useful to know if all learners are located on one site or if they will be undertaking the training at different locations.

Other relevant information including date when training to commence: 

This might include any special requirements or needs, IT arrangements and or structure of your organisation
SECTION 2
National Standards Training Only

Complete this section if you wish to put staff forward for the National Standards Training Programme only.  You should indicate the names of learners participating in the programme and modules to be studied at each Type ie, at Type 1, 2 or 3.  Learners do not have to cover the same modules or at the same Type.  The training should be tailored to the needs of the agency and the roles of individual learners.   If you are uncertain, please contact either Jill, Pauline or Lisa in the training team on 0344 515 2477.  

	Name & Email Address
*(The provision of an email address is essential)

	Core Housing Knowledge
	Security of Tenure
	Homelessness
	Housing Options
	Mortgage Arrears
	Repair, Improvement & Assistance
	Disrepair
	Housing Benefit
	Discrimination & Harassment
	Relationship Breakdown
	Rent Arrears

	Example

Mary Smith

mary_smith@shelter.org
	2
	2
	2
	1
	1
	1
	
	1
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(Add more boxes if appropriate)

You should be certain that learners will have access to appropriate information and resources for these modules – examples are detailed within the Agency Competencies in Part II of the Standards Manual. Please consider this prior to starting the training programme.

IMPORTANT:  To access the National Standards training programme, you must first confirm that key standards have been achieved in the team which is to undergo the training.  If you have not confirmed this already, please contact the training team and we will send the confirmation document to you for completion. 

SECTION 3
Professional Development Award (PDA) in Housing Information & Advice
Please give the names of learners who will be participating in each of the Units at each level.  If you are uncertain, please contact a member of the training team on 0344 515 2477.  (Add more boxes if necessary).
SQA Level 6

	
	Mandatory
	Mandatory
	Optional
	Optional
	Optional

	Name & Email Address

*(The provision of an email address is essential)


	Intro to Housing

Issues
	Intro to Security of Tenure
	Intro to Homelessness
	Intro to Arrears, Repossession & Housing Benefit
	Intro to Repair & Disrepair

	Mary Example

mary_example@

shelter.org
	6
	6
	
	6
	

	
	
	
	
	
	

	
	
	
	
	
	


SQA Level 7
	
	Mandatory
	Mandatory
	Optional
	Optional
	Optional

	Name & Email Address

*(The provision of an email address is essential)


	Housing Issues
	Security of Tenure
	Homelessness
	Arrears, Repossession & Housing Benefit
	Repair & Disrepair

	Mary Example

mary_example@

shelter.org
	7
	7
	7
	
	7

	
	
	
	
	
	

	
	
	
	
	
	


SQA Level 8

	
	Mandatory
	Mandatory
	Optional
	Optional
	Optional

	Name & Email Address

*(The provision of an email address is essential)


	Housing Issues
	Security of Tenure
	Homelessness
	Arrears, Repossession & Housing Benefit
	Repair & Disrepair

	Mary Example
mary_example@
shelter.org
	8
	8
	8
	8
	8

	
	
	
	
	
	

	
	
	
	
	
	

	**NB:  Candidates in the Housing Advice sector will be working at Type 3 and should normally have completed the mandatory units of the PDA Certificate in Housing Law Advice (level 7) and one of the following option units:  Homelessness, Finance, Repair and Disrepair


SECTION 4
Money & Benefits Advice for Housing Advisors (MBHA)

	Name & Email Address

*(The provision of an email address is essential)


	Telephone Number
	MBHA

Module 1
	MBHA

Module 2

*(Not available until 2012)
	MBHA

Module 3

*(Not available until 2012)

	Mary Example

mary_example@shelter.org.uk
	
	Yes
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


 (Add more boxes if necessary)

IMPORTANT:  
· This booking form must be received by Shelter Scotland at the address below 4 weeks prior to the course commencement date.  If this is not possible, contact  the Training Team on 0344 5152477.
· For an e:learning programme, cancellation of  a learner up to two weeks prior to the agreed induction date will incur 50% of the cost  for a Type 2 / Level 7(8)/ MBHA/ CPD learner and 80% of the total cost for a Type 1 / Level 6 learner. 
· Shelter Scotland reserve the right to apply an administration charge of £35 if an amendment is made after receipt of the booking form and prior to Induction for an e:learning programme. 

· Cancellations after Induction will incur 100% of the cost.
· For a Face-to-Face programmes, cancellation costs will be:-

Cancellations less than 7 days



100% of daily rate

Cancellation less than 14 days



50% of daily rate

Cancellation more than 14 days and less than 28 days
25% of daily rate

Cancellation more than 28 days



10% of daily rate

Postponement/rearrangement of the course


NIL

· Full terms and conditions can be found on our website.

To be returned to:-  
Shelter Scotland Training Team





Scotiabank House





6 South Charlotte Street





EDINBURGH





EH2 4AW





Tele:  0344 5152477





Email:  trainingscotland@shelter.org.uk

BOOKING FORM 











1
Shelter Scotland Training Team




Tele:  0344 515 2477
Shelter Scotland, Scotiabank House




Email:  trainingscotland@shelter.org.uk

6 South Charlotte Street, EDINBURGH, EH2 4AW


