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Living in your home

This training guide and tenant workbook is intended to increase the
number of ways in which tenants with a learning disability can be
informed about their rights and responsibilities as tenants. The
project was carried out by First Choice Housing Association Ltd,
Community Lives Consortium (formerly West Glamorgan Housing
Consortium) and Cartrefi Cymru. The project was part funded through
the Welsh Assembly Government’s Social Housing Management
Grant Programme 2003-2004.

The project had two aims:-

To enable tenants with a learning disabilities to train
other tenants on tenants’ rights and responsibilities.

To produce a tenants’ rights and responsibilities
workbook which could be used by tenants at home.

Lynne, Wendy & Julie

The trainer, Wendy Wines, and facilitators, Julie Davies and Lynne
Morris, were given free reign to develop the training. They planned
and facilitated each session and supported the tenant trainers, only
the training topic, tenant's rights and responsibilities, were set.
Thanks to Wendy, Julie and Lynne whose enthusiasm and
commitment made the project a success.



Living in your home

Chris and Janet Julie and Sally

Tenants Chris Edwards, Janet Howells and Sally Brown were the
tenant trainers. Thanks to Chris, Janet and Sally for their commitment
and hard work in developing and carrying out the training.

Tenants Ashley Miles and Aubrey Lester worked with Nigel Bowen
and Ansley Workman, from First Choice Housing Association, to
develop the tenant workbook. Thanks to Ashley, Aubrey, Nigel and
Ansley.

Wendy, Barbara, Lynne, Janet and Julie



Living in your home

National Organisation for Adult Learning ( NIACE )

A big thank you to NIACE whose resource -
“Training for Change — A training pack to

support adults with learning disabilities to
NIACE become trainers” was used to plan the training.
NIACE can be contacted at Renaissance
House, 20 Princes Road West, Leicester, LE1
6TP. Tel. 0116 204 2833.

CHANGE

The majority of pictures used in this guide are
taken from the CHANGE Picture Bank - guide
p 3_-g-g;-<m and CD Rom. The picture bank is for people with
N T learning disabilities, and people who work with
g‘j:]CHANGE/ people with learning disabilites who want to
-~ make their information more accessible. This is

a must buy! CHANGE can be contacted at First

Floor, 69-85 Old Street, London, EC1V 9HY.

This document can be reproduced. This document cann ot be
used by any other party to make money.

Whilst all reasonable care and attention has beent aken in

compiling this document, First Choice Housing Assoc iation
Ltd, Community Lives Consortium (formerly West Glam organ
Housing Consortium) and Cartrefi Cymru regret that they

cannot assume any responsibility for any error or o mission
that it contains. Readers should take legal, finan cial and
other appropriate advice before taking action in re lation to
this subject .

This document was originally published in March 200 4.



Contact detalls

Nigel Bowen, Acting Housing Manager
First Choice Housing Association, 19 Stanwell
Road, Penarth, Vale of Glamorgan, CF64 2EZ

Tel: 029 2070 3758 Fax: 029 2071 1382
Email: nigelbowen@firstchoicehousing.co.uk

Ms Wendy Wines, Cartrefi Cymru, Celtic Court,
Tremains Road, Brackla, Bridgend, CF13 1TZ

Tel: 01656 655606 Fax: 01656 662583
Email: wendy.wines@cartreficymru.org

Ms Lynne Morris, Tenant Participation Officer
Cartrefi Cymru, 5 Coopers Yard, Curran Road,
Cardiff, CF10 5AB

Tel: 029 2064 2285 Fax: 029 2064 2264
Email: Lynne.Morris@cartreficymru.orqg

Ms Julie Davies, Tenant Participation Officer
Community Lives Consortium, 24 Walter Road,
Swansea, SA1 5NN

Tel: 01792 646640 Fax: 01792 476436
Email: Julie.Davies@communitylives.co.uk



mailto:Julie.Davies@communitylives.co.uk]
mailto:Lynne.Morris@cartreficymru.org
mailto:wendy.wines@cartreficymru.org

Order detalls

First Choice Housing Association
19 Stanwell Road

Penarth

Vale of Glamorgan

CF64 2EZ

Tel: 029 2070 3758
Fax: 029 2071 1382

Email: nigelbowen@firstchoicehousing.co.uk

A charge of £25.00 will be made to cover
admin, printing and postage.

First Choice Housing Association Ltd
iIs a Housing Association registered
under Section 3 of the Housing Act
1996 and a Registered Social
Landlord under Section 1 of the
Housing Act 1996.

We are also registered with the Welsh Assembly Government
under registration number J094. We are Registered with
Charitable Status under the Industrial and Provident Societies Act
1965 Number 26118R.
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Session 1

Introduction — what is training?
Running your own training session

The introductory session should be quite informal, over coffee and
biscuits and last about an hour. It is recommended that no more than
Six tenant trainers take part, supported by no more than three support
workers.

Talk to tenant trainers about the purpose of the training, i.e.
to train tenants to train other tenants on tenants’ rights and
responsibilities.

Have a general discussion about training. Ask the
guestions:-

1) “What is training?” (OHP nos. 1 and 2)

2) “What do trainers do?” (OHP no. 2)

Discuss the main points about successfully running your own
training session. (OHP nos. 3 and 4)

Top tips:

Don’t give out too much
information at a time.




Session 1

Introduction — what is training?
Running your own training session

Set dates for the following 8 sessions. Preferably one
session a week at a venue that suits all. Ask the tenant
trainers to make a commitment to come to every session.
Ensure that the venue is accessible and the tenant trainers
have transport to and from the sessions. If tenant trainers
have support staff make sure that they are aware of the
dates of the sessions. Ask support staff to encourage and
support the tenant trainers to attend the sessions.

Give tenant trainers a hardback file to put copies of the
training material in after each session. Give tenant trainers
copies of OHP nos. 1-4.

Top tips:

Have the following session ready in case you
get through the session quicker than planned.




Training

OHP 1



Training

*  What is training?

It is a way to provide information.

* What do trainers do?

Trainers give information in
different ways.

OHP 2



Running your own training session

*  Be clear about ground rules.

*  Keep training to small groups.

*  Make the training easy to
understand.

OHP 3



Running your own training session

*  Make sure the equipment works.

*  Be clear about what you want to
say.

OHP 4



Session 2

Recap on session 1
Ground rules and using training equipment

Recap on session 1:
What is training? (OHP nos. 1 and 2)
Running your own training session. (OHP nos. 3 and 4)

Encourage the tenant trainers to participate at whatever level
they wish.

Discuss ground rules. Give examples of ground rules. (OHP
nos. 5 and 6)

Encourage the tenant trainers to set ground rules for the
group.

Top tips:

To keep the tenant trainers focused come to an
agreement to set a time on arrival for tea and
coffee, then go through the training material
leaving 10 minutes for a general chat at the end.

— =




Session 2

Recap on session 1
Ground rules and using training equipment

Encourage the tenant trainers to write the ground rules on
the flipchart.

Bring the ground rules to each future session to remind
tenant trainers what they agreed.

Show tenant trainers the equipment used in training and how
to use it. e.g. overhead projector, flipcharts etc.

Give the tenant trainers copies of OHP nos. 5 and 6.

Top tips:

To save time set up the equipment before the

session.




Ground rules

*

*

Keep focused on the aims of the
day.

Keep to the start and finish times.

Tea break rule. 10 — 15 minutes

should be long enough for a planned

tea break.

Listen to what other people are
saying.

OHP 5



Ground rules

* Don’t interrupt. Give people time to
speak. Respect each other.

*  No shouting. Give everyone
the chance to speak.

*  Turn mobile phones off.

Enjoy the sessions.
Take part.

OHP 6



Session 3

Recap on ground rules and using
training equipment.
Tenants’ rights and responsibilities

Recap on the ground rules agreed at the previous session.

Practice using the equipment. e.g. overhead projector and
flipchart.

Briefly discuss what the aim of the session is. i.e. to talk
about the rights and responsibilities you have living in your
own home.

(OHP no. 7)

Ask the question “What is a landlord?” (OHP no. 8)

Ask whether any of the tenant trainers knows what a tenancy
agreement is. (OHP no. 9)



Session 3

Recap on ground rules and using
training equipment.
Tenants’ rights and responsibilities

Ask the tenant trainers if they know what their rights are.
(OHP nos. 10 to 12). Ask one of the tenant trainers to write
the tenants’ rights on the flipchart.

Ask the tenant trainers if they know what their
responsibilities are. (OHP nos. 13 to 16) Ask one of the
tenant trainers to write the tenants’ responsibilities on the
flipchart.

Give tenant trainers copies of OHP nos. 7 - 16.

Top tips:

Some tenant trainers may try to take over the session.
Overcome this by going back over the ground rules.
Try to make sure that everyone has the opportunity to

participate.




Aim of the day

The aim of the day is to talk about the rights and
responsibilities you have living in your own
home.

OHP 7



What is a landlord?

A landlord is a person, or organisation, who
owns a house and rents it to other people to
live in.

OHP 8



The tenancy agreement

Your landlord gives you a tenancy agreement
when you move into your home.

A tenancy agreement tells you your rights and
responsibilities.

Rights are the things that your landlord must do.

Responsibilities are the things that you must do.

OHP 9



Rights

You have the right:

*  To have repairs done.

* To have a house that is in a good
condition.

*  To have the outside of your house —> O

painted. f‘h@

OHP 10



Rights

You have the right:

* To get advice if you need to @

change your home to make it S
easier to live in.

*  To have a tenancy agreement.

*  To have good, clear information
about your landlord and your
home.

*  To tell your landlord what you
think about their work.

OHP 11



Rights

You have the right:

* To become involved with your
landlord. This is things like tenants’
groups.

* To complain if you are not happy
with your landlord.

* To compensation if you get a bad
service from your landlord.

* To see what information your
landlord has about you.

*  To appeal against rent increases.

OHP 12



Responsibilities

You have these responsibilities:

*  You must pay your rent.

*  You must keep all the rules in your
tenancy agreement.

*  You must tell your landlord when
things need to be fixed.

* You must let your landlord’s
contractors into your house to fix
things that are broken.

OHP 13



Responsibilities

You have these responsibilities:

*  You must look after your house.

*  You must tell your landlord about
any big changes in your life that
might affect your tenancy.

* You must tell your landlord 4 weeks
before you move out.

*  You must not damage your house. ><

OHP 14



Responsibilities

You have these responsibilities:

* You or your visitors must not behave
badly to the people you live with, ><
your neighbours or people visiting the
place where you live.

*  You must not do anything illegal in
your home or near your home.

* You must not make changes to your
home unless your landlord agrees.

* You must pay for things that you

break by accident or on purpose.
OHP 15



Responsibilities

You have these responsibilities:

*  If you have a pet you must make H
sure that it behaves.

* You must not play music loudly,
especially late at night or early in
the morning.

OHP 16



Session 4

Recap on sessions 1, 2 and 3
Arranging a training event and equipment
needed

Recap on previous sessions by getting tenant trainers to use
the equipment:-

Session 1 : What is training? (OHP nos. 1 and 2)
Running your own training session. (OHP nos. 3 and 4)

Session 2 : Ground rules. (OHP nos. 5 and 6)
Using training equipment.

Session 3 : Tenants’ rights. (OHP nos. 10 to 12)
Tenants’ responsibilities. (OHP nos. 13 to 16)



Session 4

Recap on sessions 1, 2 and 3
Arranging a training event and equipment
needed

Discuss arranging a training event. Ask the tenant trainers
what they need to do to arrange a training event. Ask the
tenant trainers to write their ideas on a flip chart. (Use OHP
no. 17 as an example)

Discuss the equipment you will need. Ask the tenant
trainers what equipment they will need for training. Ask the
tenant trainers to write their ideas on a flip chart. (Use OHP
no. 18 as an example)

Give the tenant trainers copies of OHP nos. 17 and 18.

Top tips:

Play to the tenant trainers’ strengths. To overcome
tenant trainers being nervous and reluctant to take part
encourage tenant trainers to take part in whatever

they feel comfortable with, e.g. some people like to
deliver training standing, some sitting down, some
people like to use the flipchart and others enjoy roleplay.




Arranging a training event

You will need to:-

*  Think about the best way to layout the room.

* (et to the training early to make sure that
the tables and chairs are the way you would
like them to be.

*  Make sure that you have all the equipment
you need and that it works.

*  Make sure that the training room can be
used by people who use wheelchairs.



Equipment

OHP 17

Overhead projector and screen
Pens

Paper

Bluetack

Flipchart and paper

Marker pens for the flipchart
Video player

Photocopier

Microphone

OHP 18



Session 5

Recap on session 3
Evaluation and ice breakers

Recap on session 3:
Tenants’ rights. (OHP nos. 10 -12)
Tenant’s responsibilities. (OHP nos. 13-16)

Encourage tenant trainers to use the overhead projector.

Ask tenant trainers what they have learnt so far and if there
Is anything you can do better. (OHP no. 19)

Ice breakers. Ask tenant trainers if they know what ice
breakers are.

Explain what icebreakers are, how they can help to
overcome nerves and how they can be included in delivering
training. (OHP no. 20)

Try an icebreaker. (OHP no. 21)

Give tenant trainers copies of OHP nos. 19 - 21.

Top tips:

Football teams, music and soap operas are
always good opening comments in icebreakers
as most people have a favourite. It can also
lead to an interesting heated debate to get
things started!




How has it gone so far?

*  What have you learnt so far?

* Is there anything we can make better?

OHP 19



What are ice breakers?

Ice breakers are like games. You can use them
to help people relax.

An ice breaker is a good idea because:-
It can be fun.

You can find out each others’
names.

It helps you to get to know
each other.

It helps people to relax.
OHP 20



Ice breakers

Say your name and one thing about yourself.

For example.

My name is Fred and | drive a
bright yellow car.

My name is Claire and | don't like
wearing short skirts.

My names Mandy and I like watching
the soaps on TV.

OHP 21



Session 6

Recap on sessions 3 and 4

Recap on previous sessions whilst getting tenant trainers to
use the equipment:-

Session 3: Tenants’ rights. (OHP nos. 10 to 12)
Tenants’ responsibilities. (OHP nos. 13 to 16)

Session 4: Arranging a training event. (OHP no. 17)
Equipment needed. (OHP no. 18)

Top tips:

Make sure that YOU don’t take over
instead of encouraging the tenant trainers

to deliver the training.




Session 7

Role play, trying out training and planning
a training event

Introduce role play. Ask if tenant trainers know what role play
Is? (OHP no. 22). Try out a role play. ( OHP nos. 23 and
24). This shows rights, responsibilities, choices, respect,
sharing and friendship. Discuss how the role play went.

Run through what the tenant trainers will be presenting as
training. Prepare copies of the OHPs on acetate and provide
a hardcopy in a pack for each tenant trainer.

OHP 20 -21 Ice breaker

OHP 7 Aims of the day
OHP 8 What is a landlord?
OHP 9 The tenancy agreement

OHP 10 -12 Tenants’ rights
OHP 23 - 24 Role play
OHP 13 - 16 Tenant’s responsibilities



Session 7

Role play, trying out training and planning
a training event

Plan the training event you have been aiming towards.
Agree who will do what and how it will be done. Use OHP
nos. 25 to 29 as a template for discussion.

Give tenant trainers copies of OHP nos. 22 - 29.

Top tips:

Stage fright — “I can’t do this.” To overcome stage fright in role
play encourage tenant trainers to make up their own role play
and aet everyone to join in.




What is role play?

Role play is when you act out a play to get
your message across.

It is called role play, because you play a role
In the acting.

You can write your own play or use one that
has been done before.

OHP 22



Role play

Actor A
‘What are you doing with that remote
control? I’'m watching Coronation Street.’

Actor B
‘Well | want to watch football.’

Actor A
‘I was here first.’

Actor B
“Tough, | want to watch football.’

Actor A
‘Well go and watch it in your room then.’

Actor B

‘Why should |7’
OHP 23



Role play

Actor A
‘Because | always watch Coronation Street in
here.’

Actor B
“You always have your own way.’

Actor A
‘There’s only 10 minutes left, then you can
watch the football.’

Actor B
‘OK, have your own way, but we will have the
footie on next, won’t we?”’

Actor A
‘Thanks, I'll make you a cuppa after this and
we can watch the footie together .

OHP 24



Planning the training day - 1

What is the training about?

How many people can come to the
training?

Who will we invite to the training?

Where will we hold the training?

How long will the training take?

OHP 25




Planning the training day - 2

Who will tell people when and where
the training is?

How will we tell people about the
training? e.g. by letter.

What equipment is needed?

Who will make sure that we have the
equipment we need?

Who will arrange tea/ coffee and
biscuits?

OHP 26




Planning the training day — 3

How do we want the tables and
chairs to be set out?

Who will bring the OHPs?

Who will photocopy the handouts
and bring the handouts?

Is there anything else we need to
do?

OHP 27




Planning the training day - 4

12.00pm | 10 mins | Introduction and Name of
ice breaker trainer

12.10pm 5 mins Ground rules Name of
trainer

12.15pm 5 mins Aim of the day Name of
trainer

12.20pm | 10 mins Tenant’s rights Name of
trainer

12.30pm | 10 mins Role Play Name of
trainer

12.40pm | 10 mins Tenants’ Name of
responsibilities trainer

12.50pm | 10 mins Coffee and tea Name of
trainer

1.00pm 15 mins Workbook and Name of
evaluation sheets trainer

OHP 28




Planning the training day - 5

Start
time

Finish time

Session

Name of
trainer

OHP 29




Session 8

Recap on trying out training
Evaluation forms

Start from the beginning of the training to be delivered and
run through the whole session. Make sure that everyone is
comfortable with the training. ( see session 7).

Discuss how it went. Agree what could be done to make the
training better. Use OHP no. 19.

Discuss evaluation forms. Explain that you ask people
attending training to fill them in to make sure that everything
went okay and to make your training even better in the
future. (OHP nos. 30 to 31)

Give tenant trainers copies of OHP nos. 30 and 31.

Top tips:

Encourage tenant trainers to look at
the audience when training.

=




What did you think about the training?

The building
Was it easy to use?

The trainers
Was the training easy to
understand ?

The trainers
Were they friendly?



Handouts
Were the handouts easy to use?

You
Did you have a good time?

Thank you for coming to
the training

OHP 31



Session 9

Recap on trying out training
Tenant workbook and finalising the training

Start from the beginning of the training to be delivered and
run through the whole session. Make sure that everyone is
comfortable with the training. ( see session 7).

Discuss how it went. Use OHP no.19. Agree what could be
done to make the training better.

Go through the tenant workbook with the tenant trainers.
See the last section in this file. The tenant workbook can be
used at the end of a training session as a reminder to
participants of the topic discussed.

Set a date to deliver the training. Plan the training, including
where it will be held, what equipment is needed, who is
doing what on the day etc. Use OHP nos. 18, 25 to 29 and
32.

Give tenant trainers copies of OHP no. 32.

Top tips:

Have fun!!! |




Training day

1.

2.

10.

11.

12.

13.

Introduction including toilets and fire exits
Ice breaker
Ground rules

Aims of the day

Tenants’ rights ---- Flipchart and talk
Tenants’ rights ---- OHP
Role play

Tenant’s responsibilities ---- flipchart
and talk

Tenant’s responsibilities ---- OHP
Coffee / tea

Workbook and evaluation sheet
Evaluation feedback

Conclusion

OHP 32
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Top tips for facilitators on supporting
tenant trainers at training events

Be flexible. It may take time to get the training started due to
late arrivals.

Be flexible in your timing. You never know how a session will
run. It could take between % hour to an hour and an half.

The tenant facilitator is responsible for keeping things on
track. The tenant trainers may need to be prompted to move
on to the next part of the training.

The tenant facilitator will need to be creative to put some of
the audiences’ answers in a tenancy context. e.g. in
response to what are your rights a response was given
“safe”. The tenant facilitator responded “Yes, this is things
like making sure the things in your house work properly like
the fire alarm.”




Appendix |

Top tips for facilitators on supporting
tenant trainers at training events

Use prompts e.g. in the tenants’ rights session you can ask
“Do you get things fixed in your house?” In the session on
tenants’ responsibilities you can ask “Do you think that it is
okay to make a lot of noise if you are having a party?” or
“What must you do if something is broken in your house”

Remember to encourage tenant trainers to work in pairs.

If any participant’s speech is unclear repeat what they said
e.g. “Ann said that she has a key to her front door”




Tenant workbook

The tenant workbook can be used at the end of a training session
as a reminder to participants of the topic discussed.

Alternatively the workbook can be used by tenants at home to
familiarise them with their rights and responsibilities as tenants.
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