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Taking the Letting Industry to N
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R
EG

IST
R

A
T

IO
N

 FO
R

M

1.Yo
ur Perso

nal D
etails

T
itle (M

r,M
rs,M

s,M
iss etc,)

Forenam
es in full

Surnam
e/fam

ily nam
e

D
ate of Birth

N
ationality

A
ddress

Postcode

Telephone N
o:

(D
ay):

(Eve):

M
obile N

o.

Fax N
o:

E-m
ail address

2. Professional B
ackground

(U
se additional sheet if required)

H
ow

 long have you w
orked in R

esidential Lettings?

H
ave you taken/achieved any other letting qualification? 

(please give details)

H
as your com

pany/em
ployer sponsored you for this program

m
e?

Y
ES / N

O

If yes,please provide your com
pany / em

ployers details.

C
ontact N

am
e:

C
om

pany N
am

e:

A
ddress:

Postcode:

Tel:
Fax:

E-m
ail:

3. D
iplom

a O
ption D

etails

H
ow

 w
ould you like to study the diplom

a?
(Please circle option chosen)

H
om

e Study 
Level 2

In-H
ouse Tutorial C

lasses
Level 2

4. Fees

BT
EC

 C
ERT

IFIC
AT

E IN
 R

ESID
EN

T
IA

L LET
T

IN
G

 (Level 2)

H
om

e Study Level 2
£400.00 +

 VAT

In-H
ouse Tutorial C

lasses Level 2
£700.00 +

 VAT

R
egistration Fee (A

pplicable to all applicants)
£90.00 +

 VAT

Exam
 Fee

£55.00 +
 VAT

I hereby enclose m
y full total paym

ent for:
£

5.P
aym

ent M
etho

d

Paym
ent for the diplom

a can be paid by cheque or credit / debit
card.C

heques should be m
ade payable to 'T

he G
uild of Letting and

M
anagem

ent Ltd',and crossed 'payee only' for the full am
ount as

stated under fees.

C
redit C

ard P
aym

ents
For C

redit / D
ebit card paym

ents,com
plete your card details below

.

I authorise you to charge m
y credit/debit card V

ISA
/

M
A

STERC
A

RD
/SW

ITC
H

/D
ELTA

 w
ith the am

ount of £

C
ard N

um
ber

Start D
ate

Issue N
o.

Expiry date

Security C
ode

N
am

e on card

Signature:
D

ate:

6.D
eclaratio

n

I 
agree 

to 
com

ply 
w

ith 
the 

regulations 
governing 

the 
BT

EC
C

ertificate in R
esidential Letting as set out in the prospectus and

certify that the inform
ation given is correct.

Signature:
D

ate:

O
nce the G

uild of Letting and M
anagem

ent Ltd have accepted your
registration form

 all fees w
ill be non-refundable.

TH
IS REG

ISTRATIO
N

 FO
RM

 C
A

N
 BE PH

O
TO

C
O

PIED
 FO

R EX
TRA

 IN
D

IVID
U

A
LS

O
FFIC

IA
L U

SE O
N

LY
C

andidate N
o:

O
ption:

D
ate received:

D
ate R

eceipted:

C
ourse Fees:

Pack sent date:

Venue:
Inform

ation Pack:

D
iplom

a C
orrespondence

1.2.3.4.5.6.7.8.9.10.
C

om
pleted Syllabus:

The G
uild of Letting and M

anagem
ent is a recognised p

rofessional m
em

bership
 body

serving the Lettings industry. A
 registered national trade association, the G

uild w
as

established over 9 years ago to sup
p

ort the industry in its q
uest for higher p

rofessional

standards and codes of p
ractice.

In addition the G
uild p

rovides a fram
ew

ork of p
rofessional sup

p
ort for its m

em
bership

,

offering 
legal 

advice, 
guidance, 

netw
orking 

op
p

ortunities, 
training 

and 
recognised

q
ualifications for anyone looking at p

ersonal, p
rofessional and business develop

m
ent

w
ithin the lettings industry.

The G
uild is m

ore than just an organisation, it is rap
idly becom

ing a com
m

unity of like

m
inded p

rofessionals w
hose com

m
on goal is raising and m

aintaining the very highest

standards of good p
ractice and integrity.

The G
uild of Letting and M

anagem
ent chose to develop

 the D
ip

lom
a w

ith Edexcel w
hich

is the largest aw
arding body in the U

K. It develop
s a diverse range of academ

ic and

vocational q
ualifications, p

rep
ares course sp

ecifications, assesses, exam
ines and p

rovides

q
uality control of q

ualifications and certifies achievem
ent.

In the U
K Edexcel q

ualifications are offered by over 4,200 secondary schools, 450 further

education colleges, m
ore than 80 higher education institutions, 800 p

ublic and p
rivate

sector em
p

loyers and, increasingly, e-learning p
roviders. Internationally. Edexcel op

erates

in 112 countries w
orldw

ide.

The organisation’s strengths include the diversity of its p
roducts across academ

ic and

vocational sectors and m
ore than 28 years’ p

edigree in p
roviding ‘Q

ualifications for

W
ork’. Q

ualifications offered by Edexcel include A
 levels, G

C
SEs, G

N
VQ

s, Key and Basic

Skills, and its vocational BTEC
 suite that p

rovides p
rogression from

 p
re G

C
SE level through

to sub-degree H
igher N

ational D
ip

lom
as and tailor-m

ade q
ualifications for em

p
loyers.
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M
o

d
u

le Five
Settin

g
 u

p
 Ten

an
t A

rran
g

em
en

ts &
 System

 A
d

m
in

istratio
n

In M
odule five candidates w

ill have the op
p

ortunity to exp
lore the various p

rocedures and
p

rocesses associated w
ith an initial m

eeting w
ith a p

rosp
ective tenant. It w

ill also outline the
typ

es of q
uestions that w

ill form
 the initial interview

 w
hether in p

erson or by telep
hone.

C
andidates w

ill review
 the p

rocedures w
ith regard to the suitability of a p

rosp
ective tenant in

accordance w
ith the agent’s and landlord’s criteria.

M
o

d
u

le Six
Leg

al Safety R
eg

u
latio

n
s fo

r Lettin
g

 M
an

ag
em

en
t

M
odule six covers the safety req

uirem
ents in relation to letting p

rop
erty. C

andidates w
ill learn

about the legislation and regulations that are in p
lace and how

 they should be ap
p

lied in
p

ractice. They w
ill classify p

rop
erties that do not com

p
ly w

ith safety regulations and define the
correct safety check p

rocedures.

M
o

d
u

le Seven
P

ro
p

erty M
ain

ten
an

ce an
d

 M
an

ag
em

en
t

M
odule Seven allow

s candidates to exam
ine the p

ractical and legal req
uirem

ents associated w
ith

the letting of p
rop

erty. The m
odule also covers the landlord’s duties for rep

air as laid dow
n in the

Landlord and Tenant A
ct 1985. 

M
o

d
u

le Eig
h

t
D

iversity, D
iscrim

in
atio

n
 an

d
 H

u
m

an
 R

ig
h

ts

M
odule Eight w

ill cover the current m
ajor asp

ects of diversity, discrim
ination and hum

an rights
and w

ill include the four m
ain areas: ageism

, disability, racism
 and sexism

. C
andidates w

ill review
discrim

ination in the follow
ing contexts: social, com

m
ercial, legal. They w

ill interp
ret the legal

req
uirem

ents and be able to ap
p

ly them
 to a com

m
ercial setting.

M
o

d
u

le N
in

e
H

ealth
 an

d
 Safety at W

o
rk

M
odule N

ine covers all asp
ects of health and safety p

rovision including w
hat H

SE insp
ectors look

for. C
andidates w

ill be able to identify and com
p

ly w
ith req

uired standards. The m
odule also

covers m
atters of p

ersonal safety w
hen dealing w

ith clients both in and out of the office.

M
o

d
u

le Ten
D

evelo
p

in
g

 P
ro

p
erty M

an
ag

em
en

t Sk
ills

M
odule Ten covers the develop

m
ent and extension of skills and exp

ertise sup
p

orting business
generation and the p

rom
otion of best p

ractice. It w
ill concentrate on honing general abilities and

p
erfecting new

ly acq
uired skills.

T
h

e B
T

EC
 C

ertificate in
 R

esid
en

tial Lettin
g

 – Level 2
Professional p

rogression &
 p

ersonal develop
m

ent

In
tro

d
u

ctio
n

In our busy and com
p

etitive w
orld, tw

o factors are recognised as key benchm
arks for success -

q
uality and p

rofessionalism
.  It is no different in the residential letting industry.  A

s a vibrant sector
offering an im

p
ortant service to p

rivate individuals and com
p

anies, there is an essential need to be
seen as thoroughly p

rofessional at all tim
es, to be aw

are of the m
arket, and to constantly strive to

m
eet recognised codes of p

ractice.

The BTEC
 C

ertificate in Residential Letting Level 2 is a nationally recognised q
ualification validated

by Edexcel.
It has been develop

ed by The G
uild of Letting and M

anagem
ent (G

LM
) to address asp

ects of
agency w

ork for junior m
em

bers of staff or those new
 to the letting industry.  A

s such, it is a truly
p

rofessional q
ualification tailored to the uniq

ue req
uirem

ents of the industry and the p
rofessionals

w
ho w

ork w
ithin it.

A
 firm

 aim
 being to p

rovide in effect a lifetim
e q

ualification to aid future develop
m

ent and im
p

rove
career p

rosp
ects.

W
H

O
 C

A
N

 A
P

P
LY

 T
O

 TA
K

E T
H

E C
ER

T
IFIC

A
T

E?

The p
rogram

m
e of study is op

en to anyone that is seeking to develop
 p

rofessional skills w
ithin the

letting industry.
The only other condition is that all ap

p
licants m

ust be over 16.
Those relatively new

 to the industry w
ill benefit from

 the w
ell structured course m

aterial.

A
B

O
U

T
 T

H
E C

O
U

R
SE

D
elivery

The letting sector is nothing if not extrem
ely busy and in develop

ing this course, G
LM

 have been
very aw

are of the need to offer flexible delivery and access op
tions to offer hard w

orking agents
and their staff every op

p
ortunity to follow

 the p
rogram

m
e.

W
e are p

leased therefore to be able to offer the C
ertificate through the follow

ing p
rogram

m
es

them
selves op

en to m
ixing and m

atching according to individual circum
stances.

In
 h

o
u

se tu
to

rial classes:
This op

tion is p
articularly ap

p
licable w

here a group
 of students from

an agency are undertaking the course together. A
 p

ersonal tutor w
ill run w

orkshop
s in your ow

n
agency environm

ent or suitable venue. This allow
s for the group

 to w
ork closer together,

encourages m
utual collaboration to tackle the units, and can give the sessions a m

ore corp
orate

feel.  This in turn can create a m
ore unified ap

p
roach that can have distinct benefits for the agency.
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M
A

K
IN

G
 A

N
 A

P
P

LIC
A

T
IO

N

To enrol on the dip
lom

a, you w
ill need to com

p
lete the enclosed registration form

. Please keep
 a

p
hotocop

y for your records until your ap
p

lication is confirm
ed.

Should you req
uire any assistance in com

p
leting the registration form

 or if you have q
uestions

about the dip
lom

a, p
lease call the G

uild of Letting &
 M

anagem
ent on 01992 479949,

A
lternatively, you m

ay like to go our w
ebsite at  w

w
w

.guild-let.co.uk

O
nce w

e have received and p
rocessed your registration ap

p
lication form

, your docum
ents and

study aids w
ill be sent to you w

ithin 10 w
orking days.  It is recom

m
ended that you contact us if

you have not received your p
ack w

ithin this p
eriod.

B
T

EC
 C

ER
T

IFIC
A

T
E SY

LLA
B

U
S IN

 R
ESID

EN
T

IA
L LET

T
IN

G

M
o

d
u

le O
n

e
A

n
 In

tro
d

u
ctio

n
 to

 Lettin
g

 M
an

ag
em

en
t

M
odule one p

rovides an introduction to letting m
anagem

ent exp
laining the historical context of

tenancy agreem
ents, their develop

m
ent over recent years to the p

resent day. It also p
rovides

background know
ledge req

uired to understand the current system
 and legislation relating to

tenancies. 

M
o

d
u

le Tw
o

B
u

yin
g

 th
e R

ig
h

t P
ro

p
erty to

 Let

M
odule tw

o allow
s candidates to com

p
are the different typ

es of p
rop

erty suitable for letting
p

urp
oses. It w

ill highlight the different conditions that can p
revail and how

 each m
arket m

ust be
individually considered. This M

odule also looks at the needs of different tenant group
s and how

they can influence the choice of p
rop

erty and the typ
e of letting w

hich follow
s. 

M
o

d
u

le T
h

ree
T

h
e Leg

al C
o

n
tex

t o
f Ten

an
cy A

g
reem

en
ts

M
odule three gives an overview

 of the basic legal resp
onsibilities of both the landlord and the

tenant, and their obligations in relation to tenancy agreem
ents. C

andidates w
ill exp

lore different
form

s of tenancy agreem
ents and the various legislation, statutes and issues w

hich directly affect
the landlord and letting agent.

M
o

d
u

le Fo
u

r
Ten

an
cy A

g
reem

en
ts in

 D
ep

th

M
odule four covers tenancy agreem

ents and w
ill exp

lain p
er se how

 each different kind of
tenancy functions. The m

odule w
ill also cover the relevant sections of the Landlord and Tenant

A
ct 1987 and in addition, outlines the financial and adm

inistrative p
rocedures.

H
o

m
e Stu

d
y &

 D
istan

ce Learn
in

g
 p

ro
g

ram
m

es:
Students follow

ing this op
tion receive a

course p
ack featuring com

p
rehensive w

orkbooks, guidance m
anual, test p

ap
ers, assignm

ents and
other resources. C

om
p

leted assignm
ents are subm

itted by p
ost or em

ail to your allocated
Personal Tutor.  In addition students are able to seek assistance from

 their p
ersonal tutor

throughout the course by em
ail or telep

hone.  The advantage of this ap
p

roach is that units can
be tackled at your ow

n p
ace.  You can start the course at any tim

e of the year and if you feel you
need to sw

itch to the tutorial sessions, you can do so for an additional fee.  W
orking on your ow

n
req

uires self-m
otivation, a good reallocation of sp

are tim
e, and a degree of p

eace and q
uiet

w
ithin dom

estic surroundings, so you w
ould be w

ell advised to consider carefully before m
aking

a decision.

A
d

d
itio

n
al C

o
u

rses:
Students are also able to undertake som

e of the various sp
ecialist courses

p
rovided by our sister organisation The Letting Training C

entre w
hich cover relevant top

ics in
dep

th and can re-enforce study.

D
u

ratio
n

 o
f co

u
rse:

The dip
lom

a allow
s for a 2 year study course G

LM
 staff and your Personal

Tutor m
ake every effort to help

 students review
 their efforts, p

lan and tim
etable course w

ork to
m

eet this tim
escale.

R
eso

u
rces

A
s indicated above all students w

hether undertaking Tutorials or follow
ing a self-study route w

ill
receive a com

p
rehensive course p

ack, unit w
ork books, handouts, test p

ap
ers, assignm

ents,
guidance m

anual and other resources.
In addition students on all delivery op

tions w
ill have op

en access to G
LM

 Tutors to answ
er

q
ueries and discuss p

rogress.

Q
U

A
LIFIC

A
T

IO
N

 

O
n successful com

p
letion of all 10 m

odules that m
ake up

 the q
ualification, students w

ill be
aw

arded the BTEC
 C

ertificate in Residential Letting.

A
n assignm

ent m
ust be com

p
leted for each of the units and in addition students are req

uired to
com

p
lete a p

ractical sum
m

ative p
roject w

hich w
ill relate to student’s ow

n p
rofessional p

ractice.

Students w
ho have not com

p
leted or are unable to com

p
lete the full course w

ithin the
recom

m
ended 2 year p

eriod can through negotiation w
ith G

LM
 arrange to delay or defer

com
p

letion, though this could involve rep
eating som

e of the core units w
here asp

ects such as
legislation m

ay have significantly changed.

Each year, the G
uild is p

leased to p
resent The Frank C

iraolo Professional D
evelop

m
ent Aw

ard to
the best student in each year group

.  This aw
ard w

ill be in recognition of the high standard a
p

articular candidate has consistently achieved throughout the course, and is in m
em

ory of the
founder, Frank C

iraolo, w
ho initiated the dip

lom
a p

rogram
m

e of learning and m
ade such a

contribution to the industry through his know
ledge, exp

erience and teaching.
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