
 
 
 
 
 
 
 
Understanding FM (Foundation)  
2-day course 

 
 
Aim 
 
To provide both a comprehensive introduction to key aspects of FM, and provide a solid base 
of knowledge, techniques and reference material for Facilities Managers 
 
Objectives 
 
By the end of this course you will understand: 
 
The role of the facilities manager 
The scope and breadth of the profession 
The importance of FM and its value to organisations 
Key elements of building structure and design 
The impact of physical building characteristics on facilities management 
Key aspects of building services 
Key elements of Property Management and leases 
The role of space management and the workspace 
Practical aspects of space planning 
Re-location / Move Management 
Key elements of Energy and Environmental Management 
How to develop and implement maintenance management programmes 
The principles of commissioning and managing contract services 
How to approach tendering and letting contracts 
How to deliver a customer centric FM service 
How to measure customer requirements and satisfaction levels 
The key Health & Safety responsibilities for FM’s 
Routes to Professional Development within FM 
 
Description 
 
This course is an intensive two-day introduction to the FM profession and best practice in 
day-to-day operations. It is intended for newly appointed staff, or those with less than two 
years’ operational experience looking to broaden their understanding, including 
facilities/premises/site services co-ordinators and supervisors; building, or office services 
managers; and accommodation officers. The course will also benefit those working in related 
areas that come into contact with the facilities management function, and individuals 
considering moving into the field as a career change. 
 
Programme 
 
DAY ONE: 9.00 – 5.15 
 
8.45 Registration & tea / coffee on arrival 

This course provides tuition for optional  
ILM & BIFM level 3 qualifications in facilities management.  
See ‘Professional Recognition’ section below for details.  

  



 
  Welcome and Course Introduction 
   
  The Importance of Facilities Management 

The growth of FM and the developing role of facilities managers in 
organisations, identifying the major qualities and skills required.   

 
  Understanding Buildings – 1 

The opportunities and pitfalls of specific building characteristics and their 
relationship to organisational needs – in particular, the impact they have on 
maintenance, planning, day to day operation and overall image.  Practical 
examples are used to address the key question, how can things be improved? 

 
  Tea / coffee 
 
  Understanding Buildings – 2 

Introduction to building services – what are the basic principles?  What impact 
do services have on facilities planning and day to day management?  How are 
approaches to services changing?  The session covers HVAC, services 
distribution (including raised floors and suspended ceilings) and lighting. 

 
  Property Management 

An introduction to the basic elements of Property Management. Key lease 
terms and how they influence property acquisitions and disposals. How to 
develop a Property Management Plan. 
 

  Lunch 
 
  Space Management 

Introduction to the importance of space management, the cost implications 
and techniques for analysing and measuring types of space, including working 
areas, storage and support facilities. Introduction to the principles of space 
planning and standards, including understanding organisational requirements 

   
 
  Tea / coffee 
 
  Maintenance Management 
  Delegates are shown how to identify maintenance requirements,  

understand the role of building inspections and how to carry them out, as well 
as the principles of condition surveys and asset registers and their impact on 
the forward maintenance programme and the budget process. They are given 
an opportunity to question their own practices as well as to learn the lessons 
from a range of examples where maintenance problems have occurred. 
 
Relocation - quiz 
Who needs to be told about the move – and when? 
How should facilities managers handle the ‘politics’ of moving? 
What kinds of people and skills are required within the facilities team? 
Delegates explore ways of avoiding the potential pitfalls associated with office 
moves. 
 

 
  Close of day one 
 
 



Day two: 9.00 – 4.30 
 
9.00  Professional Development in Facilities Management 

An update on opportunities for improving individual skills and building a career 
in facilities management.   

 
Health and Safety for Facilities Managers 
Introduction to the current issues in what is now one of the most important 
areas of responsibility for facilities managers. 
How do tighter health and safety laws affect facilities managers? 
Which are the key current developments – and the likely future ones? 
What specialised help and advice is available – and what sources of 
information exist to support planning and day-to-day management? 

 
  Tea / coffee 
 
 Contract Management, Commissioning and Managing Contract Services 

This session explores the various FM contracting models in the current 
marketplace, including TFM, bundled contracts and finding the right balance 
between in-house and external provision. 

 
  Lunch 
 
  Energy and environmental management  
  This short session will help delegates identify: 

• Key environmental and sustainability issues 
• The impact of global warming on their business and personal lives 
• Sources of information 

  Delegates will be shown simple but effective: 
• Appraisal tools for assessing their current energy and environmental 

management status 
• Practical and easy ways to implement tests to identify avoidable waste 

and ways of presenting information to senior management 
   
  Customer Centric FM 

How can the financial and operational value of FM be measured? This session 
touches on customer satisfaction audits, service level agreements, 
benchmarking, best practice, audits and the management of information in 
FM. 

 
  Tea / coffee to be taken during this session 
 
  Summary and evaluation forms 
 
4.30 Close of Course 
 
 
 
 
Professional Recognition 
 
Delegates receive a Quadrilect Ltd certificate of attendance which contributes towards their 
record of CPD [Continuing Professional Development]. 



  
The‘Understanding FM’ programme is accredited to provide tuition for the following 
qualifications: 
 
ILM Level 3 Award and Certificate 
BIFM Level 3 Award, Certificate & Diploma  
 
Please contact us on tel. 020 7469 1398 or email info@quadrilect.co.uk for a qualifications 
brochure and further guidance on enrolment. 
 
 
 How do I book? 
 
Telephone: 020 7469 1398 
 
Email: info@quadrilect.co.uk 
 
Website: www.quadrilect.com 

 
 
 
 

 

This course also provides tuition for optional  
BIFM level 3 qualifications in facilities management.  
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