Professional Development
for Support Staff at the
Brooke Weston Trust

Welcome
Andrew Campbell
CEO

At BWT we always remember that the support staff who make up
our Trust family and deliver so many vital services to our schools,
along with our teachers, are the most valuable asset we have.
Personally I believe that by working in a school, whatever your
role, you are doing one of the most important jobs in the world.
The quality of what you provide to our young people, so many of
whom also look to you for support, care and an encouraging smile,
is at the beating heart of our Trust. In asking you to be ambitious
for our students, it is only right and fair to offer high quality career
development and training to you in return. As I have often said,
BWT is about ‘Ambition for All’ – staff and students alike.
The following pages in this booklet give a flavour of the training,
courses and development opportunities that are available to you.
If you would like any more information on the courses or
opportunities available, then our Trust HR Manager will be
happy to help answer your questions.

Andrew Campbell
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Professional Development
for Support Staff at the
Brooke Weston Trust
What does professional development mean?
CPD or Continuing Professional Development refers to skills,
knowledge and experience that you gain, both formally and
informally as you work. It should be a continued record of what you
experience, learn and then apply.

What does CPD look like at Brooke Weston Trust?
Below are just some of the many examples of what CPD looks like
for employees in the Trust.

Trust Wide CPD
❚
❚
❚
❚
❚
❚
❚

Handsam
Brooke Weston Teaching School Courses
Leadership Academy
Trust Training Days
Secondments to other schools
Trust Networking and sharing resources
External courses

❚
❚
❚
❚
❚
❚
❚

Staff and team meetings
Team and Department training sessions
School training days
Performance Management
Medical training to meet the needs of students
Safeguarding and PREVENT training
External Courses

❚
❚
❚
❚
❚

Online research and personal reading
Voluntary work
Personal qualifications
Self-reflection & Analysis
Shadowing colleagues

School CPD

Personal CPD
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Committed to you...
Brooke Weston Trust is committed to providing our support
staff high quality learning and development opportunities.
Whether you are looking to achieve your English and Maths
qualifications, improve your IT or Excel skills or support
your professional and personal development in your current
role, we can work with you to find a course that suits.
As part of our focus on staff CPD we have incorporated our
staff training offer into a one-stop-shop Trust training hub the BWT Ambition Centre. The Ambition Centre will be at the
heart of our training provision for groups and individuals.
The Ambition Centre will provide routes into teaching and
support with all levels of professional development for all for
staff in all roles whether they be educational or support staff.
To expand our offer, we are working in partnership with
other training providers such as Train Together and HIT
Training to deliver some great training opportunities.
Train Together are based in Leicestershire and deliver
on-site and classroom-based training to the education
sector. They offer training in Leadership and Management,
Facilities Management, Teaching and Learning in both
Primary and Secondary Education, Childcare and Early
Years Support and Professional Business Services.
HIT Training is the market leading expert training and
apprenticeship provider for the UK’s Catering industry. Each
of their trainer-assessors have worked in the industry so
have valuable practical experience and local knowledge.

Course Listing
08
09
10
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12
13
14
14
15
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Early Years
Primary and Secondary Teaching Support
Catering
Facilities
Professional Services
Finance
Supporting Others
Technicians
Next Steps
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Early Years

Primary and Secondary Teaching Support

Courses that are aimed at those staff working in Early Years, designed to support staff in delivering
superb skills and practice and to hold current and well-rounded knowledge.

Courses aimed at staff supporting with Teaching and Learning whose goal is to be highly skilled,
to deliver exceptional practice and hold up-to-date, knowledge about classroom practice and
making a positive impact to the education of children and young people.

Accreditation

Course Outline

Accreditation

Course Outline

Level 2
Early Years
Educator
(15 months)

Training and development for new and inexperienced early years practitioners
looking to build the foundation to excellent practice with 0 – 7 years:
❚ Understand the roles and responsibilities of an Early Years Practitioner
❚ Understand the principles and practices of ensuring health and safety,
equality, diversity and inclusion, safeguarding, child protection and welfare,
and the supporting of child development
❚ Engage in care routines for babies and young children
❚ Engage in the planning and delivery of activities and promote play in an Early
Years Setting

Level 3
Teaching
Assistant
(18 months)

A course for experienced key stage teaching assistants looking to gain
professional status:
❚ Deepen knowledge on child and young person development
❚ Technology implementation and use in the classroom
❚ Assessment for learning
❚ SEND behavioural awareness
❚ Curriculum planning
❚ Research and development on key national and local trends

Level 3
Early Years
Educator
(18 months)

Broken into the three themes of (1) health and well-being, (2) legislation,
frameworks and professional practice, and (3) play, development and learning
for school readiness, the Early Years Educator standard will support you to:
❚ Promote healthy lifestyles in children through food, nutrition and exercise
❚ Promote physical care and emotional well-being
❚ Understand and implement legislation on safeguarding, protection, welfare,
health and safety, and equality, diversity and inclusion
❚ Develop working partnerships and engage in professional development
❚ Understand and promote play and physical activity
❚ Develop emerging maths, English, and cognitive skills
❚ Promote children’s personal, social and emotional development
❚ Observe, assess and plan for children’s needs

Level 3
EYFS Teaching
Assistant
(18 months)

Professional development for experienced early years teaching assistants in
reception and foundation years.
❚ Child health and well-being including nutrition, healthy lifestyles, physical
care, emotional well-being and supporting unwell children
❚ Legislation, frameworks and professional practice including promoting
welfare and protection, health and safety, equality, diversity and inclusion,
and building working and professional relationships
❚ Play, development and learning for school readiness including modules
on playwork, literacy, numeracy, the transition to Key Stage 1, speech and
language development, and supporting children with additional needs.

Level 4
Higher Level
Teaching
Assistant
(18 months)

Professional development for the most experienced teaching assistants holding
a role as an HLTA or looking to prepare themselves for future opportunities:
❚ Professional knowledge and development for HLTAs
❚ Child development and wellbeing
❚ Supporting children and young people with Special Educational Needs
❚ Promoting positive behaviour
❚ Working with individual and groups of learners
❚ Developing positive working relationships
❚ Curriculum planning, monitoring, delivery and assessment.
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Catering

Facilities

Providing our students with healthy and nutritious food is one of the most important roles
within our Trust. These courses will provide our catering staff with a solid foundation of
knowledge on nutrition, legislation and food hygiene.

We know the value of high quality facilities management for the health and safety of all students
and staff, and we will be working with our training providers to deliver these courses

Accreditation

Course Outline

Accreditation

Course Outline

Level 2
Production Chef
(12 months)

For kitchen team member who report to the Senior Production chef or
appropriate line manager. Focusing on producing food to required standards,
nutrition, legislation, understating business vision and communication skills

Level 3
Senior
Production Chef
(12-18 months)

For kitchen supervisors, team leaders or head chefs. For developing kitchen skills,
working independently and leading a team in often hot and highly challenging
kitchen environments. Focus around managerial aspects, team leading, finances
and creating menus.

Level 2
Facilities
Services
Operative
(15 months)

Level 4
Hospitality
Manager
(12-18 months)

Kitchen Managers / Head chefs take responsibility for the delivery of consistent
levels of food preparation, cooking and service, typically in high volume and
often fast paced or complex production catering kitchens. High levels of
financial accountability, adherence to strict procurement, stock management
and food safety requirements provide a challenging environment which needs to
be managed with a considerable amount of expertise

The Level 2 Facilities Services Operative standard will support you to:
❚ Understand the importance of Health and Safety in the workplace including
RIDDOR, COSHH and assessment
❚ Conduct emergency and evacuation procedures
❚ Understand the requirement for and conduct, first class customer service
❚ Identify the features of a Service Level Agreement (SLA), contracts and
performance of contractors
❚ Understand trends in FM – wellbeing, safety, safeguarding and important
sustainability requirements
❚ Carry out conditions survey of property, floors and the building in general.

Level 3
Facilities
Management
Supervisor
(18 months)

Professional development for FMs taking their first steps into management.
An opportunity to develop underpinning knowledge to complex FM issues and
the management and leadership of a team:
❚ Organise and delegate day-to-day FM responsibilities in the workplace or
contractor engagement
❚ Monitor costs, understand budget composition and be financially aware of
cost strategies
❚ Procure services and suppliers, manage the relationships and develop
opportunities for innovations
❚ Resolve customer service queries and issues utilising contractual obligations
as a measurement tool
❚ Manage the day to day performance of staff and contribute to their
professional development.

Level 4
Facilities
Manager
(24 months)

Professional development for experienced FMs looking to gain high level status
in the sector and to develop exceptional knowledge and skills across all aspects
of their role:
❚ Manage property and fixed assets and implement building maintenance plans
❚ Ensure FM service provision is to the required standards and identify
opportunities for improvement
❚ Meet FM statutory legislative requirements for plant, electrical, fire, gas and water
systems
❚ Meet, manage and understand the FM risks and business continuity requirements
❚ Develop and implement FM delivery and mobilisation plans for services or suppliers
❚ Be an effective H&S practitioner in order to reduce workplace risks and
potential harm to people
❚ Motivate, manage and develop FM teams to deliver their function through
intelligence and awareness
❚ Manage FM finances ensuring services are delivered within budget making
recommendations for innovation.
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Professional Services

Finance

Efficient professional services are the foundation to all organisations, and we believe that
excellent learning and development is key to greater collaboration and improved communication.
With so many stakeholders to work with Customer Service skills are crucial to so many of us
working in education.

Working with Association of Accounting Technicians (AAT) to ensure excellent accounting
practice, we can prepare our staff for a career in finance and to deliver an excellent service to our
schools, including bookkeeping, accounts preparation and reporting and management accounts.

Accreditation

Course Outline

Accreditation

Course Outline

Level 2
Customer
Services
Specialist
(15 months)

For those on the front line of customer services looking to grow their
understanding of the sector and the organisation and deliver an excellent
customer experience. The Customer Service Practitioner Standard provides
individuals with the necessary knowledge, skills and behaviours to become
highly skilled service experts deeply understanding the customer journey
and delivering a high quality service product to both internal and external
stakeholders.

Level 2
Accounts
Assistant
(15 months)

The Accounts Assistant standard aims to provide you with the necessary
tools to become an integral part of a finance team by giving you the
necessary knowledge and skills to become responsible for maintaining an
efficient and accurate finance function within an organisation. Over the
programme, you will learn to take on a wide range of responsibilities which
could include but are not limited to, basic bookkeeping activities, working
with sales and purchase ledgers, running calculations to ensure that records
and payments are correct and recording of cash and data entry.

Level 3
Customer
Services
Specialist
(18 months)

For experienced customer service executives and team leaders, to grow their
business knowledge and ensure an excellent customer journey. Providing
experienced and specialist team members with the necessary knowledge,
skills and behaviours to develop upon their knowledgeable and skilled
service delivery.

Level 3
Accounts
Assistant
(21 months)

Level 3
Business
Administrator
(18 months)

Professional development for experienced and advanced administrators in all
sectors and organisation types. Further to the Level 2 qualification learners
will develop the necessary behaviours and workplace experience to support
their progression towards management responsibilities.

Further to the Level 2 qualification, the Level 3 Assistant Accountant standard
will help you to:
❚ Adhere to financial regulatory requirements, e.g. VAT returns
❚ Complete and report management accounting information
❚ Assist management with planning, controlling costs and decision making
❚ Deal with customer queries effectively
❚ Take on additional responsibilities and work towards professional status

Level 3
Team Leader
Supervisor
(18 months)

For those making their initial steps into first-line management and build
excellent foundations in personal effectiveness, interpersonal excellence
and operational performance. Team leaders and supervisors are first
line management roles with operational and project responsibilities or
responsibility for managing a team to deliver clearly defined outcomes.

Level 4
Professional
Accounting/
Tax Technician
(21 months)

The Professional Accounting/Taxation Technical standard provides
individuals with a wide range of skill. Individuals who complete the standard
will have the opportunity to register as a member of the Association of
Accounting Technicians. The Level 4 Professional Accounting/Taxation
Technician will help you to:
❚ Adhere to international accounting standards (IAS)
❚ Create, validate and report financial information
❚ Utilise accounting software to process complex data
❚ Develop strong analytical techniques
❚ Contribute to and influence business decisions
❚ Meet the ethical requirements of the profession

They provide direction, instructions and guidance to ensure the
achievement of set goals. Working in the private, public or third sector,
and in all sizes of organisation, responsibilities will vary. However the
knowledge, skills and behaviours needed will be the same whatever the
role: to deliver operational performance, to demonstrate interpersonal
excellence, and to be effective
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Supporting Others

Next Steps...

A learning opportunity for those who support other adults in the organisation through coaching
and mentoring on the job. These courses also provide an opportunity to up-skill those people who
are supporting with post-16 learners and are looking to teach in further education.

Please note these are just a handful of some of the courses we
can provide to staff. If you are interested in any other training
which is not discussed in this booklet, please discuss with your
line manager or with Kathryn Pithey – The Trust HR Manager
(kpithey@brookewestontrust.org)

Accreditation

Course Outline

Level 3
Learning
Mentor
(18 months)

For those making their initial steps to becoming a mentor, trainer or workplace
assessor. Ideal development for driven and talented employees who have a
strong vision for their role, often share best practice, and enjoy getting alongside
less experienced team members and getting the best from their peers.
❚ Information, Advice and Guidance delivery
❚ Understanding on motivation and delegation
❚ Mentoring and ethical standards
❚ Equality, diversity and inclusion
❚ Safeguarding of vulnerable adults
❚ Teaching and learning practice
❚ Management of personal and professional development to remain current
both vocationally and as an ETS professional.

Level 4
Assessor Coach
(18 months)

For experienced mentors to develop the knowledge, skills and confidence
of other senior and specialist staff. Develop the tools and techniques to
influence excellent practice and thinking in an organisation. The Assessor
Coach standard is comprised of a number of qualifications that will bestow
professional status as an adult teacher, trainer, coach, and assessor.

Level 5
Learning and
Skills Teacher
(24 months)

The goal of the Learning and Skills teacher standard is to develop teachers
and coaches that can plan and deliver learning for young people and adults in
a range of environments including the workplace and further education.

Technicians
Laboratory technicians are expected to work both individually and as part of a laboratory
team. They are able to work with minimum supervision, taking responsibility for the quality
and accuracy of the work that is undertaken.

Accreditation

Course Outline

Level 3
Laboratory
Technician
(12 months)

The Level 3 Laboratory Technician Standard outlines the key knowledge, skills
and behaviours (KSBs) that a Laboratory Technician must possess to function
effectively within a laboratory setting.
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To apply to start one of these courses, please follow these
simple steps:

1
2
3
4

Discuss the course with your line
manager and/or Principal, and explore
how it relates to your job role and what
benefit you will get out of it
 omplete the Support Staff Professional
C
Development Request Form available
from your school administrator, or other
contact with responsibility for HR
Submit the form to be authorised
by your line manager and
Principal and then send to
kpithey@brookewestontrust.org
We will be in touch with you
about your application and advise
what happens next

The Trust is also happy to look at other ways of supporting staff ambition, including
shadowing colleagues in other schools or looking into routes into teaching.
Did you know…
The Trust can support you with achieving you GCSEs in Maths, English etc. If this
is something you would like to consider please let Kathryn Pithey know.
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For more information on CPD
at Brooke Weston Trust:
Contact
Kathryn Pithey email on kpithey@brookewestontrust.org
or call 01536 684270.

