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The key benefits are: 

• You get valuable hands-on experience working whilst you learn,

which helps you develop key skills to progress in your working life.

• You get paid and train at the same time, with at least 20% of your

time spent in off the job training at College and/or in the workplace.

• You train to be fully competent in your chosen occupation.

• You’re on a career path - with lots of opportunities to progress and

a boost to your future earnings potential

• All Apprenticeships make sure you’re ‘job ready’ for the role you

have trained for and your training is paid for by your employer and/

or the Government.

• Learn job specific skills – work alongside experienced staff to gain

the best skills.

There is no set time to complete an Apprenticeship as they vary widely 

in content and size. The length of time taken will depend on the sector 

chosen, the ability of the individual apprentice and the employer’s 

requirements. Apprenticeships typically take between one and four 

years to complete, depending on the type of Framework or Standard, so 

it’s important that you’re committed enough to see it through.

Apprentices work towards the knowledge, skills and performance of 

their chosen Apprenticeship in the workplace, with some programmes 

having day/ evening release at College. You may also be required to 

study functional skills at Level 1 or Level 2 (if the required level has not 

already been achieved at GCSE level).

We are here to help you 
achieve your work goals

The White Horse Federation are committed to developing a world class 

workforce. Apprenticeships are a way to ensure we develop existing 

and newly recruited staff to a national standard, whilst maximising the 

funding and training provision available. 

We are focussed on helping our staff to develop their skills and elevate 

themselves in the workplace. So, if you are looking to embark on a new 

career, or if you are looking for that step in your current career, our 

courses will help you exploit the talents you have.





Intermediate Apprenticeships (equivalent to five 

good GCSE passes)

Intermediate Apprenticeships involve the 

development and assessment of skills and 

knowledge at Level 2 (relevant to the occupational 

sector or job role), and as defined by the Framework 

or Standard. Achievement of an Intermediate 

Apprenticeship may allow progression onto an 

Advanced Apprenticeship. To start an Intermediate 

Apprenticeship, the applicant should ideally have 5 

GCSEs (grade E/grade 2 or above).

Advanced Apprenticeships (equivalent to two A 

Level passes)

Advanced apprenticeships involve the development 

and assessment of skills and knowledge at Level 

3 (relevant to the occupational sector or job role), 

and as defined by the Framework or Standard. 

Achievement of an Advanced Apprenticeship may 

allow progression onto a Higher Apprenticeship. To 

start an Advanced Apprenticeship, the applicant 

should ideally have five good GCSEs (grade C/grade 

4 or above) or have completed an Intermediate 

Apprenticeship.

Higher & Degree Apprenticeships

Higher & Degree Apprenticeships involve the 

development and assessment of skills and 

knowledge at Level 4 or above (relevant to the 

occupational sector or job role), and as defined by 

the Framework or Standard. Higher Apprenticeships 

at Level 4 and 5 can allow progression on to 

university degrees, and Degree Apprenticeships 

are also now becoming widely available in most 

sectors. To start a Higher or Degree Apprenticeship, 

the applicant should ideally have a relevant Level 

3 vocational qualification or three good A Levels or 

have completed a relevant Level 3 Apprenticeship

Once you start your apprenticeship you will be 

taken through an induction programme which 

will guide you through your training, including 

the studying of any formal qualifications. It is 

our aim to help and advise you throughout your 

apprenticeship.

The elements that make up an Apprenticeship 

Framework will vary slightly from sector to sector, 

but below are the elements that could be included. 

All Apprenticeship Frameworks will include as 

a minimum a competence element, maths and 

English (unless the apprentice is exempt), and the 

employment rights and responsibilities element. 

Many frameworks also include the requirement for a 

technical certificate to be completed. We will advise 

you on the requirements for your particular sector. 

Your line manager will be required to release you 

from work in order to receive off-the job training. 

What levels of apprenticeships 
are available?



This could be the requirement to attend college 

in the form of a day release or block release, or it 

could be training that takes place at your place of 

work but away from the immediate requirements 

and pressures of your normal job role. We will 

advise you and your line manager about the off-

the-job attendance requirements for your chosen 

apprenticeship. 

Competence Element/NVQ

This is a nationally recognised vocational 

qualification, usually an NVQ, which assesses the 

competence of the apprentice in relation to the 

skills they need in order to do the job to a specified 

standard. It is assessed by portfolio and by the 

assessment of the apprentice performing tasks in 

the workplace. The college will allocate an assessor 

who has the relevant industry experience and 

background.

Knowledge Element - Technical Certificate

A technical certificate is a knowledge-based 

qualification which helps develop an understanding 

of the industry or role and teaches the apprentice 

specific skills and relevant theory. This element is 

delivered off-the-job, normally requiring college 

attendance on a day release or block release basis. It 

will be a nationally recognised qualification, such as 

a BTEC or City & Guilds, and is normally assessed via 

assignment work and/or examinations.

Maths and English and ICT - Functional Skills

Virtually all frameworks include maths and 

English qualifications, and some also include ICT 

(Information and Communication Technology). 

Apprentices without prior qualifications in English 

and maths at Level 2 (e.g. GCSEs at grade C/grade 

4 or above) will be required to study these subjects 

as part of their apprenticeship. English and maths 

Functional Skills are practical, applied literacy and 

numeracy qualifications, relevant to both young 

people and adult learners. They will help the May 

2017 apprentice to develop and apply important 

skills such as communication, analytical and 

presentational skills.



What is in an Apprenticeship 
Standard?

New Apprenticeship Standards are being phased in 

to replace existing Apprenticeship Frameworks. 

Each Apprenticeship Standard defines the skills, 

knowledge and behaviours required for that 

particular job role or occupation, and each Standard 

is accompanied by an Assessment Plan, which 

details how the apprentice will assessed against the 

Standard. 

The current list of Apprenticeship 
Standards available for each 
sector or job role can be found 
on the government website; 
https://www.gov.uk/government/
collections/apprenticeship-
standards

Your employer will be required to release you 

from work in order to receive off-the job training. 

This could be the requirement to attend college 

in the form of a day release or block release, or it 

could be training that takes place at your place of 

work but away from the immediate requirements 

and pressures of your normal job role. We will 

advise you and your line manager about the off-

the-job attendance requirements for your chosen 

apprenticeship. 

Apprenticeship Standards can be quite different 

from each other. For example, some specify 

the achievement of mandatory qualifications, 

whilst others do not require the achievement of 

formal qualifications. We will advise you on the 

requirements for your particular apprenticeship. 

However, all Standards will contain the following:

Skills & Competencies

The Standard will define the range of skills and 

competencies that the apprentice needs to practice 

and acquire in order to do the job to a specified 

standard. These skills are largely acquired and 

practised in the workplace and the college will 

allocate an assessor, who has the relevant industry 

experience and background, to carry out formal or 

informal assessment of your skills and provide you 

with feedback.

Knowledge & Understanding

The Standard will define the knowledge and 

understanding that the apprentice will need to 

acquire and apply in order to carry out their role 

effectively and become occupationally competent.



Behaviours

The Standard will define the behaviours that the 

apprentice will need to demonstrate in order 

to become occupationally competent. This may 

include behaviours such as good attendance and 

punctuality, good communication, problem solving 

or customer service skills etc.

Maths and English

Virtually all Standards require the apprentice 

to achieve qualifications in English and maths 

prior to the end of their apprenticeship, and this 

will normally be Functional Skills qualifications. 

Apprentices without prior qualifications in English 

and maths at Level 2 (e.g. GCSEs at grade C/grade 

4 or above) will be required to study these subjects 

as part of their apprenticeship. English and maths 

Functional Skills are practical, applied literacy 

and numeracy qualifications, relevant to both 

young people and adult learners. They will help 

the apprentice to develop and apply important 

skills such as communication, analytical and 

presentational skills. Functional Skills are assessed 

by examination and normally require the apprentice 

to attend college on one or more three-day blocks 

throughout the year, depending on individual 

requirements.

End Point Assessment

Each Standard has a detailed Assessment Plan 

that sets out how the apprentice is going to be 

assessed against each of the above elements 

of their apprenticeship. Some Standards may 

require the achievement of formal and recognised 

qualifications as part of the Standard. Other 

Standards may require the apprentice to pass 

formal skills and knowledge assessments at certain 

points in their apprenticeship before they can 

move on to the next stage, and these are known 

as Gateway Assessments. The range and type of 

assessment methods vary significantly between 

Standards, but all Standards will contain an End 

Point Assessment. This is an assessment that 

takes place at the end of the apprenticeship and 

is designed to assess the apprentice against all 

elements of the apprenticeship; skills, knowledge 

and behaviours. The End Point Assessment is carried 

out by an independent End Point Assessment 

organisation, and it will typically be spread out over 

a number of days. 

The apprentice needs to pass the End Point 

Assessment in order to become a fully qualified 

apprentice. 

The assessment methods employed to assess 

the apprentice throughout and / or at the end of 

their apprenticeship could be one or more of the 

following:

• Portfolio

• Log-Book 

• Written or online knowledge tests 

• Observations Practical Test/Assessments

• Presentations Projects Assignments 

• Interview

• Professional discussion.



Being clear in your understanding of your commitment and obligations under the rules of the 

apprenticeship programme is especially important. This may be your first experience of the workplace 

and/or learning or you may be consolidating years of experience through a recognised apprenticeship. 

As a responsible apprentice you will need to be able to demonstrate that you are committed to your 

apprenticeship programme and that you are prepared to play an active part in your development. You will 

be expected to act and behave in a professional manner at all times, both at work and at college, which 

includes a commitment to full attendance, punctuality and responsible and respectful behaviour. Ensure 

suitable space is set aside for visits. Take pride in submitting high quality evidence.

What is expected of me?

Keeping appointments 

Your college assessor will need to carry out 

progress reviews with you and your employer 

at least every 12 weeks and to also carry out a 

number of assessments and observations in the 

workplace during the length of your apprenticeship 

programme. These workplace visits will be arranged 

and agreed in advance. If you May 2017 have to 

change a scheduled appointment then you need to 

give your assessor as much notice as possible

What can I expect from the Training Providers?

Our aim is to ensure you have all the information 

and support necessary for you to successfully 

complete your apprenticeship with us. The key 

person will be the college assessor, who will guide 

you through the programme from start to finish. 

The college assessor will carry out assessments in 

the workplace and set you targets through formal 

progress reviews. They will act as the link between 

your employer and the college and will be your first 

point of contact if you have any questions, issues 

or concerns. In some cases the responsibilities of 

workplace assessment and carrying out progress 

reviews will be split between two people.

 Other key people may include college teaching 

staff who will deliver any college based 

qualifications and a workplace mentor allocated to 

you by your employer.



Prior to the start of the apprenticeship

• You must have a meeting with your line

manager to ensure the commissioning process

is followed.

• Once they are happy and wish to take it further

they need to send an email to the Learning and

Development Department.

• They will then give advice and guidance on the

right apprenticeship for you, and support with

the sign up process

• The identification of any additional support

requirements for those apprentices with

disabilities and/or learning difficulties.

• A Commitment Statement, signed by all parties,

which sets out the roles and responsibilities on

all sides for the apprenticeship programme.

At the start of the apprenticeship

• An induction into the apprenticeship

programme, which may also include a college

induction and induction into any college-based

courses

• The issue of an Individual Learning Plan (ILP)

& Commitment Statement that sets out the

requirements of the apprenticeship, including

a training and assessment plan which identifies

the time spent at work in ‘on-the-job’ training

and time spent away from work in off-the-job

training.

At the end of the apprenticeship

• For those following an Apprenticeship Standard,

an End Point Assessment will be carried out

by an independent End Point Assessment

organisation.

• Certification of any qualifications achieved,

including any End Point Assessment, and

the issue of the apprenticeship completion

certificate.

• Further advice and guidance on your options

for further progression, e.g. progressing on to

the next level of apprenticeship if available and

suitable.



Here are some of the courses we offer 

Level  Time to Complete 
Level 2 and 3 18 Months
Level 3  18 Months
Level 5  36 Months
Level 4  18 Months
Level 2 and 3 12 Months
Level 5  12 Months
Level 3  12 Months
Level 4 and 5 12 Months
Level 3  12 Months
Level 3  18 Months
Level 2 and 3 12 Months

Level Time to Complete 
Level 2 
Level 3 
Level 5 QTS Status 
Level 6 
Level 3 

12 Months 
12 Months 
12 Months 
48 Months 
12  Months

Level 3 18 Months

Level Time to Complete 
Level 3 18 Months
Level 6 48 Months
Level 5 30 Months
Level 7 36 Months
Level 7  18 Months
Level 5 
Level 7 

12-24 Months
18 Months
12-24 Months

Support Staff

Course Name  
Business Administrator 
HR Support    
HR Business Partner  
School Business Professional  
Playwork 
Human Resource Management 
IT Applications 
IT Applications 
IT Solutions Technician 
Payroll Administrator    
Early Years Practitioner  

Teaching

Course Name  
Early Years Practitioner 
Teaching Assistant   
Teaching
Learning and Skills Teacher   
Learning Mentor 
Early Years Educator  

Leadership

Course Name  
Leisure Duty Manager  
Chartered Manager  
Operations/ Department Manager Senior 
Leader  
Academic Professional  
Leadership and Management 
Senior Leader Masters Degree 
Facilities Management  

Level 3-5 

Children , Young People and Families                      Level 4 and 5                24 Months



Business and Support Administration 
Level: 3 
Length:18 Months 
Cost: £5000 
Higher Apprenticeship in Business Administration at Level 4 or Management Apprenticeship. 

Business administrators have a highly transferable set of knowledge, skills and behaviours that can be 
applied in all sectors. This includes small and large businesses alike; from the public sector, private 
sector and charitable sector. The role may involve working independently or as part of a team and will 
involve developing, implementing, maintaining and improving administrative services. Business 
administrators develop key skills and behaviours to support their own progression towards management 
responsibilities. 

The responsibilities of the role are to support and engage with different parts of the organisation and 
interact with internal or external customers. With a focus on adding value, the role of business 
administrator contributes to the efficiency of an organisation, through support of functional areas, working 
across teams and resolving issues as requested. The flexibility and responsiveness required allows the 
apprentice to develop a wide range of skills. 

The business administrator is expected to deliver their responsibilities efficiently and with integrity – 
showing a positive attitude. The role involves demonstrating strong communication skills (both written 
and verbal) and adopting a proactive approach to developing skills. The business administrator is also 
expected to show initiative, managing priorities and own time, problem-solving skills, decision-making 
and the potential for people management responsibilities through mentoring or coaching others. 

Skills What is required (advancing key skills to support progression to 
management) 

IT Skilled in the use of multiple IT packages and systems relevant to the 
organisation in order to: write letters or emails, create proposals, perform 
financial processes, record and analyse data. Examples include MS 
Office or equivalent packages. Able to choose the most appropriate IT 
solution to suit the business problem. Able to update and review 
databases, record information and produce data analysis where 
required. 

Record and document 
production 

Produces accurate records and documents including: emails, letters, 
files, payments, reports and proposals. Makes recommendations for 
improvements and present solutions to management. Drafts 
correspondence, writes reports and able to review others' work. 
Maintains records and files, handles confidential information in 



compliance with the organisation's procedures. Coaches others in the 
processes required to complete these tasks. 

Decision making Exercises proactivity and good judgement. Makes effective decisions 
based on sound reasoning and is able to deal with challenges in a 
mature way. Seeks advice of more experienced team members when 
appropriate. 

Interpersonal skills Builds and maintains positive relationships within their own team and 
across the organisation. Demonstrates ability to influence and challenge 
appropriately. Becomes a role model to peers and team members, 
developing coaching skills as they gain area knowledge. 

Communications Demonstrates good communication skills, whether face-to-face, on the 
telephone, in writing or on digital platforms. Uses the most appropriate 
channels to communicate effectively. Demonstrates agility and 
confidence in communications, carrying authority appropriately. 
Understands and applies social media solutions appropriately. Answers 
questions from inside and outside of the organisation, representing the 
organisation or department. 

Quality Completes tasks to a high standard. Demonstrates the necessary level 
of expertise required to complete tasks and applies themself to 
continuously improve their work. Is able to review processes 
autonomously and make suggestions for improvements. Shares 
administrative best-practice across the organisation e.g. coaches others 
to perform tasks correctly. Applies problem-solving skills to resolve 
challenging or complex complaints and is a key point of contact for 
addressing issues. 

Planning and organisation Takes responsibility for initiating and completing tasks, manages 
priorities and time in order to successfully meet deadlines. Positively 
manages the expectations of colleagues at all levels and sets a positive 
example for others in the workplace. Makes suggestions for 
improvements to working practice, showing understanding of 
implications beyond the immediate environment (e.g. impact on clients, 
suppliers, other parts of the organisation). Manages resources e.g. 
equipment or facilities. Organises meetings and events, takes minutes 
during meetings and creates action logs as appropriate. Takes 
responsibility for logistics e.g. travel and accommodation. 

Project management Uses relevant project management principles and tools to scope, plan, 
monitor and report. Plans required resources to successfully deliver 
projects. Undertakes and leads projects as and when required. 



Knowledge What is required (in-depth knowledge of organisation and wider 
business environment). 

The organisation Understands organisational purpose, activities, aims, values, vision for 
the future, resources and the way that the political/economic 
environment affects the organisation. 

Value of their skills Knows organisational structure and demonstrates understanding of how 
their work benefits the organisation. Knows how they fit within their team 
and recognises how their skills can help them to progress their career. 

Stakeholders Has a practical knowledge of managing stakeholders and their differing 
relationships to an organisation. This includes internal and external 
customers, clients and/or suppliers. Liaises with internal/external 
customers, suppliers or stakeholders from inside or outside the UK. 
Engages and fosters relationships with suppliers and partner 
organisations. 

Relevant regulation Understands laws and regulations that apply to their role including data 
protection, health & safety, compliance etc. Supports the company in 
applying the regulations. 

Policies Understands the organisation's internal policies and key business 
policies relating to sector. 

Business fundamentals Understands the applicability of business principles such as managing 
change, business finances and project management. 

Processes Understands the organisation's processes, e.g. making payments or 
processing customer data. Is able to review processes autonomously 
and make suggestions for improvements. Applying a solutions-based 
approach to improve business processes and helping define procedures. 
Understands how to administer billing, process invoices and purchase 
orders. 

External environment 
factors 

Understands relevant external factors e.g. market forces, policy & 
regulatory changes, supply chain etc. and the wider business impact). 
Where necessary understands the international/global market in which 
the employing organisation is placed. 



Behaviours What is required (Role-model behaviours and positive contribution to 
culture). 

Professionalism Behaves in a professional way. This includes: personal presentation, 
respect, respecting and encouraging diversity to cater for wider 
audiences, punctuality and attitude to colleagues, customers and key 
stakeholders. Adheres to the organisation's code of conduct for 
professional use of social media. Acts as a role model, contributing to 
team cohesion and productivity – representing the positive aspects of 
team culture and respectfully challenging inappropriate prevailing 
cultures. 

Personal qualities Shows exemplary qualities that are valued including integrity, reliability, 
self-motivation, being pro-active and a positive attitude. Motivates others 
where responsibility is shared. 

Managing performance Takes responsibility for their own work, accepts feedback in a positive 
way, uses initiative and shows resilience. Also takes responsibility for 
their own development, knows when to ask questions to complete a task 
and informs their line manager when a task is complete. Performs 
thorough self-assessments of their work and complies with the 
organisation's procedures. 

Adaptability Is able to accept and deal with changing priorities related to both their 
own work and to the organisation. 

Responsibility Demonstrates taking responsibility for team performance and quality of 
projects delivered. Takes a clear interest in seeing that projects are 
successfully completed and customer requests handled appropriately. 
Takes initiative to develop own and others' skills and behaviours. 



Chartered Manager Degree 
Level: 6 
Length: 48 Months 
Cost: £22000 

Professional managers in the private, public or third sector and all sizes of organisation.  Specific job 
roles may include: Manager; Senior Manager; Head of Department; Operations Manager; or anyone with 
significant management responsibilities. 

Professional managers capable of managing complexity and delivering impact at a strategic and/or 
operational level with management and leadership responsibility for setting and delivering organisational 
objectives through a wide range of functions. 

Professional managers who want to develop fully all aspects of their management and leadership skills, 
knowledge, self-awareness and behaviours. These include strategic decision making, setting direction 
and achieving results, building and leading teams, clear communication, developing skills and motivating 
others, fostering inclusive and ethical cultures, leading change, project management, financial 
management, innovation, risk management, & developing stakeholder relationships. 

Knowledge What is required (through formal learning and applied 
according to business environment) 

Organisational Performance – delivering a long-term purpose 

Operational Strategy Understand how to develop and implement organisational 
strategy and plans, including approaches to resource and 
supply chain management, workforce development, 
sustainability, taking and managing risk, monitoring and 
evaluation, and quality assurance.  Know how to manage 
change in the organisation. 

Project Management Know how a project moves through planning, design, 
development, deployment and evaluation. Understand risk 
management models and reporting, risk benefit analysis 
and H&S implications. 

Business Finance Understand financial strategies, including budgets, financial 
management and accounting, and how to provide financial 
reports.  Understand approaches to procurement and 
contracting, and legal requirements.  Understand 
commercial context in an organisational setting and how 
this changes over time. 



Sales and Marketing Know how to create marketing and sales strategies. Know 
how to segment and target relevant markets and customers 
(global and local), analysis of opportunities and ways to 
market. Understand the need for innovation in product and 
service design. 

Digital business & new technologies Understand approaches to innovation and digital 
technologies and their impact on organisations, and how 
their application can be used for organisational 
improvement and development.  Understand innovation and 
digital technology’s impact on data and knowledge 
management for analysing business decision-making. 

Interpersonal Excellence – leading people and developing collaborative relationships 

Communication Understand different forms of communication (written, 
verbal non-verbal, digital) and how to apply them. Know 
how to maintain personal presence and present to large 
groups.  Awareness of interpersonal skills of effective 
listening, influencing techniques, negotiating and 
persuasion. 

Leading People Understand different inclusive leadership styles and 
models, how to develop teams and support people using 
coaching and mentoring approaches. Understand 
organisational culture and diversity management. 

Managing People Know how to recruit, manage and develop people, using 
inclusive talent management approaches.  How to use HR 
systems and processes to ensure legal requirements, H&S, 
and well-being needs. Know how to set goals and manage 
performance. 

Developing Collaborative Relationships Understand approaches to stakeholder, customer and 
supplier management, developing engagement, facilitating 
cross functional working and negotiation. Know how to 
shape common purpose, as well as approaches to conflict 
management and dispute resolution. 

Personal Effectiveness – managing self 

Awareness of self and others Know how to be self–aware and recognise different learning 
styles.  Know how to use emotional and social intelligence, 
and active listening and open questioning to work 
effectively with others. 



Management of Self Know how to manage time, set goals, prioritise activities 
and undertake forward planning in a business environment 
with a focus on outcomes. 

Decision Making Know how to undertake research, data analysis, problem 
solving and decision-making techniques, and understand 
the values, ethics and governance of your organisation. 

Skills What is required (acquired and demonstrated through 
continuous professional development in the workplace) 

Organisational Performance -– delivering a long-term purpose 

Operational Strategy Support the development of organisational strategies and 
plans. Develop and deliver operational plans; being able to 
set targets and KPIs, manage resources, and monitor and 
measure outcomes to establish operational effectiveness, 
efficiencies and excellence.   Produce reports that clearly 
present information and data, using a range of 
interpretation and analytical processes.  Gain wide support 
to deliver successful outcomes. 

Project Management Plan, organise and manage resources in order to achieve 
organisational goals.  Identify key outcomes, develop and 
implement plans and monitor progress, and provide reports 
as required.  Proactively identify risk and create plans for 
their mitigation. Able to initiate, lead and drive change 
within the organisation, identifying barriers/challenges and 
how to overcome them. Ability to use widely recognised 
project management tools. 

Business Finance Managing budgets, controlling expenditure and production 
of financial reports. 

Sales and Marketing Use of customer insight and analysis of data to determine 
and drive customer service outcomes and improve 
customer relationships.  Creative approaches to developing 
solutions to meet customer need. 

Digital business & new technologies Able to identify service/organisational improvements and 
opportunities for innovation and growth, using qualitative 
and quantitative analysis of information and data and 
benchmarking against others. 

Interpersonal Excellence – leading people and developing collaborative relationships 

Communication Communicate clearly, effectively and regularly using oral, 
written and digital channels and platforms.  Use active 
listening and open questioning to structure conversations 
and discussions, and able to challenge when appropriate.  
Manage and chair meetings and clearly present actions and 



outcomes. Ability to apply influencing and persuading skills, 
to the dynamics and politics of personal interactions. 

Leading People Able to articulate organisational purpose and values.  
Support the creation of an inclusive, high performance work 
culture. Enable others to achieve by developing and 
supporting them through coaching and mentoring.  

Managing People Able to build teams, empower and motivate others to 
improve performance or achieve outcomes.  Able to 
delegate to others, provide clear guidance and monitor 
progress. Ability to set goals and accountabilities. 

Developing Collaborative Relationships Able to build rapport and trust, develop networks and 
maintain relationships with people from a range of cultures, 
backgrounds and levels.  Able to contribute within a team 
environment.  Effectively influence and negotiate, being 
able to have challenging conversations and give 
constructive feedback.  Work collaboratively with internal 
and external customers and suppliers. 

Personal Effectiveness – managing self 

Awareness of self and others Able to reflect on own performance, identifying and acting 
on learning and development needs. Ability to understand 
impact on others.  Can manage stress and personal well-
being, and confident in knowing core values and drivers. 

Management of Self Able to create personal development plan, and use widely 
recognised tools and techniques to ensure the 
management of time and pressure effectively, and 
prioritisation and strategic alignment of activities. 

Decision Making Use evidence-based tools and ethical approaches to 
undertake problem solving and critical analysis, synthesis 
and evaluation to support decision making. 

Behaviours What is required (developed and exhibited in the 
workplace) 

Takes responsibility Drive to achieve in all aspects of work. Demonstrates 
resilience and determination when managing difficult 
situations.  Seeks new opportunities underpinned by 
commercial acumen and sound judgement. 

Inclusive Open, approachable, authentic, and able to build trust with 
others.   Seeks the views of others and values diversity 
internally and externally. 

Agile Flexible to the needs of the organisation. Is creative, 
innovative and enterprising when seeking solutions to 
business needs. Positive and adaptable, responding well to 



feedback and need for change. Open to new ways of 
working and new management theories. 

Professionalism Sets an example, and is ethical, fair, consistent and 
impartial.  Operates within organisational values and 
adheres to the requirements of relevant professional 
bodies. 



 

 
 

Early Years Practitioner 
 
Level: 2 
Length: 12 Months 
Cost: £4,000 
 
This occupation is found in a range of private and public settings including; full day care, children’s 
centres, pre-schools, reception classes, playgroups, nursery schools, home based provision, hospitals, 
social care settings, out of school environments and local authority provision to deliver the Early Years 
Foundation Stage (EYFS) requirements set by government for the learning, development and care of 
children from birth to 5 in both indoor and outdoor environments. 
 
The broad purpose of the occupation is to work and interact directly with children on a day to day basis 
supporting the planning of and delivery of activities, purposeful play opportunities and educational 
programmes within the ethos of the setting. An EYP works as part of a professional team ensuring the 
welfare and care for children under the guidance and supervision of an Early Years Educator, teacher or 
other suitably qualified professional the Early Years Workforce. 
In their daily work, an employee in this occupation interacts with parents, children, colleagues and wider 
multi agency professionals and partners such as health visitors, social workers and speech and language 
therapists. Individuals will undergo all checks as per the EYFS requirements to ensure suitability to work 
with children. Due to the nature and level of responsibility it is not anticipated that the role would have 
any budgetary or leadership responsibilities. 
 
They will be responsible for supporting child initiated and adult led activities based around the needs and 
interests of each individual child, supporting children’s learning through planned, purposeful play 
opportunities and educational programmes and working as part of a team to ensure each child feels safe 
and secure. An EYP will also support the observation and assessment of each child and contribute to 
their learning experiences and assist with the care needs of the individual child such as teeth, skin, hair, 
feeding, changing nappies and toileting under direction of a more senior member of the team. They will 
also work in partnerships with other colleagues, parents and/or carers or other professionals, with 
support from a more senior member of the team, to meet the individual needs of each child. They will 
also have a responsibility for ensuring that they recognise when a child is in danger and/or at risk of 
serious harm or abuse and contributing to the health and safety of the children, staff and others on the 
premises. 
 
The course is split into manageable units. These are: 
 
Unit 1: Safeguarding the welfare of children and young people 
 
This unit will outline legislation, guidelines, policies and procedures for safeguarding the welfare of 
children and young people (including e-safety). This unit will also explain what to do when children or 
young people are injured or ill, including emergency procedures as well as how to respond to evidence or 
concerns that a child or young person has been abused, harmed or bullied. 
 
Unit 2: Importance of place for early learning 
 
This unit will allow students to understand the importance of creativity and imagination for the 
development of a child as well as the importance of games with rules in the development of a child. This 



 

unit will give students the knowledge on how to organise a cooking activity for children and understand 
the role of creative activities in enhancing children's learning and development as well as the importance 
of books and stories in relation to children's learning and development. Furthermore, this unit will allow 
students to understand the importance of talking and listening activities in relation to children's learning 
and development. 
 
Unit 3: Use food and nutrition information to plan a healthy diet 
 
This unit will give students the core knowledge on understanding food labelling and food additives and 
the ability to apply principles of healthy eating. 
 
Unit 4: The value of play to young children 
 
This unit will allow students to understand the value of play to young children's development as well as 
different play activities suitable for young children from birth to five years. 
 
Unit 5: Young children's development 
 
This unit will allow students to understand the stages of development of young children from birth to three 
years as well as how positive environments support the development of young children. 
 



Early Years Educator 
Level: 3 
Length: 12- 24 Months 
Cost: £6000 
Level 4 Early Years Advanced Practitioner 

This Apprenticeship has been designed to build on your existing talents and provide further knowledge 
and partnership working skills to support young people, their parents/carers and your wider 
organisation. 

You will learn how to plan and implement inclusive play, promote speech, language and communication 
development and ensure that everything they do is in line with safeguarding and equality policies and 
procedures. You will also learn how to use reflective practice to get the most from their own continuous 
professional development. 

You will acquire all the skills and knowledge to proactively promote children’s health, safety and 
wellbeing and inspire others to deliver the best and most personalised service to every individual you 
support. 

Behaviours 
These are the behaviours expected of all Early Years Educators carrying out their role: 

• Care and compassion - provide the very best childcare to every child every day combined with the
ability to professionally challenge poor practice

• Being team-focused - work effectively with colleagues and other professionals and support the
learning and development of others through mentoring and sharing of professional expertise and
experience.

• Honesty, trust and integrity - develop trust by working in a confidential, ethical and empathetic
manner with a common sense and professional attitude.

• Commitment to improving the outcomes for children through inspiration and child centred care and
education

• Work in a non- discriminatory way, by being aware of differences and ensuring all children have
equal access to opportunities to learn, develop and reach their potential.

• Working practice take into account fundamental British values including democracy, the rule of the
law, individual liberty and mutual respect and tolerance of those with different faiths and beliefs.

An Early Years Educator
Knows and understands:

• the expected patterns of children’s development from birth to 5 years, and have an understanding of
further development from age 5 to 7.

• the significance of attachment and how to promote it effectively.
• a range of underpinning theories and philosophical approaches to how children learn and develop, and

their influence on practice.
• how children’s learning and development can be affected by their stage of development and individual

circumstances such as moving school, birth of a sibling, family breakdown and adoption and care



• the importance of promoting diversity, equality and inclusion, fully reflecting cultural differences and
family circumstances.

• the importance to children’s holistic development of: - speech, language and communication  -
personal, social and emotional development  - physical development

• systematic synthetic phonics in the teaching of reading, and a range of strategies for developing early
literacy and mathematics.

• the potential effects of, and how to prepare and support children through, transitions and significant
events in their lives.

• the current early education curriculum requirements such as the Early Years Foundation Stage.
• when a child is in need of additional support such as where a child’s progress is less than expected.

how to assess within the current early education curriculum framework using a range of assessment
techniques such as practitioners observing children through their day to day interactions and
observations shared by parents and/ or carers.

• the importance of undertaking continued professional development to improve own skills and early
years practice.

• the legal requirements and guidance on health and safety, security, confidentiality of information,
safeguarding and promoting the welfare of children.

• why health and well-being is important for babies and children
• how to respond to accidents, injuries and emergency situations.
• safeguarding policies and procedures, including child protection, recognise when a child is in danger or

at risk of abuse, and know how to act to protect them. Types of abuse include domestic, neglect,
physical, emotional and sexual.

• how to prevent and control infection through ways such as handwashing, food hygiene practices and
dealing with spillages safely.

Is able to:
• analyse and explain how children’s learning and development can be affected by their stage of

development and individual circumstances such as the needs of children learning English as an
additional language from a variety of cultures

• promote equality of opportunity and anti-discriminatory practice.
• plan and lead activities, purposeful play opportunities and educational programmes which include the

learning and development areas of current early education curriculum requirements.
• ensure plans fully reflect the stage of development, individual needs and circumstances of children and

providing consistent care and responding quickly to the needs of the child.
• provide learning experiences, environments and opportunities appropriate to the age, stage and needs

of individual and groups of children.
• encourage children’s participation, ensuring a balance between adult-led and child-initiated activities.
• engage in effective strategies to develop and extend children’s learning and thinking, including

sustained shared thinking.
• support and promote children’s speech, language and communication development.
• support children’s group learning and socialisation.
• model and promote positive behaviours expected of children such as turn taking and keep reactions

and emotions proportionate.
• support children to manage their own behaviour in relation to others.
• plan and provide activities to meet additional needs, working in partnership with parents and/or carers

and other professionals, where appropriate.
• carry out and record observational assessment accurately.
• identify the needs, interests and stages of development of individual children.
• make use of formative and summative assessment, tracking children’s progress to plan next steps and

shape learning opportunities.



• discuss children’s progress and plan next stages in their learning with the key person, colleagues,
parents and/or carers.

• communicate effectively in English in writing and verbally. For example, in the recording of
administration of medicine, completing children’s observational assessments and communicating with
parents and other professionals.

• engage in continuing professional development and reflective practice to improve own skills, practice,
and subject knowledge (for example, in English, mathematics, music, history, or modern foreign
languages).

• plan and carry out physical care routines suitable to the age, stage and needs of the child.
• promote healthy lifestyles for example by encouraging babies and young children to consume healthy

and balanced meals, snacks and drinks appropriate for their age and be physically active through
planned and spontaneous activity through the day.

• undertake tasks to ensure the prevention and control of infection for example hand washing, food
preparation and hygiene, dealing with spillages safely, safe disposal of waste and using correct
personal protective equipment.

• carry out risk assessment and risk management in line with policies and procedures.
• maintain accurate and coherent records and reports and share information, only when appropriate, to

ensure the needs of all children are met, such as emotional, physical, psychological and cultural.
• identify and act upon own responsibilities in relation to health and safety, security, confidentiality of

information, safeguarding and promoting the welfare of children.
• work co-operatively with colleagues and other professionals to meet the needs of babies and children

and enable them to progress.
• work in partnership with parents and/or carers to help them recognise and value the significant

contributions they make to the child’s health, well-being, learning and development.
• encourage parents and/or carers to take an active role in the child’s play, learning and development.



Facilities Manager 
Level: 4 
Length: 24 Months 
Cost: £6000 

Facilities Managers work in the private, public or third sector and all sizes of organisation. Specific job 
roles at this level may include: Facilities Manager; Facilities Management (FM) Operations Manager; 
Estates Manager; FM Contract Manager.  A Facilities Manager is responsible for the safe, secure and 
comfortable day-to-day working environment for properties, assets (e.g. equipment) and services that 
must be fully compliant with health and safety and other legislation.  

They are accountable for the management of the delivery of all FM services within their local area of 
responsibility e.g. for one or more contracts/services; specific services e.g. cleaning, maintenance or fleet 
services. They will ensure that levels of performance delivered exceed customer expectations within 
budget for the properties, assets and services. 

Behaviours What is required for occupational competence 

Customer focus Exceed customer expectations and add value 

Collaboration Work in partnership with others for the common good 

Influencing 
Anticipating and responding to others’ needs and influencing them to 
enhance performance 

Innovation & 
quality Aim for a higher level of excellence 

Ethics & integrity 
Work for the greater good and not sacrifice high standards for immediate gain 
or personal benefit 

Leading people 
Foster the growth of themselves and others, inspiring them to exceed their 
personal and professional goal 

Systematic 
approach Approach work in an orderly way 



Skills: Facilities Managers are able to: Knowledge: Facilities Managers know 
and understand: 

1 Property asset management 

Manage property and fixed assets and 
implement building maintenance plans (monitor 
and control premises; optimize the use of space; 
evaluate the effectiveness of the implementation 
of a property management plan) 

Implications of property ownership 
Establishment & management of registers for 
property & fixed assets 
Principles of building design; the features of 
building, fabric, structures and components and 
their implications for maintenance 
Relocation requirements & factors involved 
Layout, flow management & space planning 
techniques; accessibility & inclusion 

2 Service delivery 

Ensure the delivery of FM service provision to 
required standards and identify opportunities for 
improvement (identify requirements; identify 
opportunities for improvements; identify and 
rectify FM service delivery problems) 

Principles of contract management 
Problem solving techniques, prevention measures, 
corrective actions 
Management of sub-contractors (management 
systems for contractors & specialists, e.g. security 
& access, performance management, H&S 
briefings) 

3 Compliance 

Meet FM compliance, risk and business 
continuity requirements (analyse the extent to 
which compliance, Corporate Social 
Responsibility (CSR) & sustainability 
requirements are met; carry out risk 
assessments; develop a Business Continuity 
Plan (BCP)) 

Regulatory frameworks, health and safety, client 
requirements, statutory legislation and FM industry 
best practice; sustainability and corporate 
responsibility 
The impact of FM on the environment 
Principles of risk management; business continuity 
planning 

4 Management systems 

Use FM management systems to monitor, report 
and act on the performance and efficiency of 
properties, assets and services against FM Key 
Performance Indicators (KPIs) (collate data; 
analyse statistics; maintain data security) 

FM data capture, analysis & management 
techniques; types, capabilities and limitations of FM 
IT systems e.g. of building management services; 
requirements of ISO 41001 (international FM 
standard) 

5 Policy implementation and change management 

Develop and implement delivery plans for the 
management of FM properties, assets and 
services and manage change (carry out activities 
ethically and sustainably; identify operational 
impact of change; develop plans to mitigate 
negative impacts; manage expectations) 

FM organizational and service requirements, 
targets & objectives 
Change management techniques (e.g. agile v 
waterfall; developing work processes, procedures, 
systems, structures & roles) 
Principles of project management (tools & methods 
for planning, monitoring & managing an FM project; 
process-based methodologies; project stages) 



6 Quality and stakeholder management 

Establish and manage day-to-day relationships 
with clients and other stakeholders to agreed 
quality standards (develop and implement FM 
quality management operational plans; use 
appropriate stakeholder management methods; 
recommend improvements to the quality of FM 
service provision) 

Quality management in FM 
Client objectives, requirements & value; Service 
Level Agreements (SLAs) 
Survey & benchmarking techniques 
Uses of customer feedback; principles of 
continuous improvement; influencing techniques 

7 People management 

Motivate, manage and develop FM teams to 
deliver operational objectives (deploy assets; 
assess and plan for individuals’ development 
needs; comply with Human Resources (HR) 
requirements) 

Ways of recording and tracking human resources 
capabilities 
The impact of change on people HR-related 
legislation affecting FM 
Capability building, HR tools and techniques 

8 Financial and procurement management 

Manage FM finances and procure FM goods and 
services, ensuring they are delivered within 
agreed budgets and make recommendations for 
innovation (analyse financial information; develop 
operational plan and budget; manage budget 
variances; analyse the effectiveness 
of procurement practices) 

Financial/budget/resource management & reporting 
systems and processes & techniques 
Accountability within delegated financial authorities 
Organizational procurement policies and processes 
& client objectives and requirements 



Human Resources CIPD Level 3 
Level: 3 
Length: 12 – 18 Months 
Cost: £5000 
Progression: Level 5 CIPD 

Whether you're just starting out in your career or want to move to the next level with a recognised 
professional qualification, the Certificate in HR Practice (CHRP) will help build your knowledge and skills. 
The CHRP provides a firm foundation in all areas of Human Resource Practice, as well as an 
understanding of HR in a business context. It will help you develop practical, essential HR skills and 
above all, will give you the confidence to be more effective at work and add value to your HR function. 

Knowledge What is required (through formal learning and applied 
according to business environment) 

Business understanding 

HR Legislation and Policy Basic understanding of HR in their sector and any unique 
features. Good understanding of HR legislation and the HR 
Policy framework of the organisation. Sound understanding 
of the HR Policies that are relevant to their role. Knows 
where to find expert advice. 

HR Function Understands the role and focus of HR within the 
organisation; its business plan / priorities and how these 
apply to their role. 

HR Systems and Processes Understands the systems, tools and processes used in the 
role, together with the standards to be met, including the 
core HR systems used by the organisation. 

Business understanding Understands the structure of the organisation; the products 
and services it delivers; the external market and sector 
within which it operates; where their role fits in the 
organisation; the ‘Values’ by which it operates and how 
these apply to their role. 



Skills What is required (acquired and demonstrated through 
continuous professional development in the workplace) 

Service Delivery Delivers excellent customer service on a range of HR 
queries and requirements, providing solutions, advice and 
support primarily to managers. Builds managers’ expertise 
in HR matters, improving their ability to handle repeated 
situations themselves where appropriate. Uses agreed 
systems and processes to deliver service to customers. 
Takes the initiative to meet agreed individual and team 
KPIs in line with company policy, values, standards. Plans 
and organises their work, often without direct supervision, 
to meet commitments and KPIs. 

Problem solving Uses sound questioning and active listening skills to 
understand requirements and establish root causes before 
developing HR solutions. Takes ownership through to 
resolution, escalating complex situations as appropriate. 

Communication & interpersonal Deals effectively with customers/colleagues, using sound 
interpersonal skills and communicating well through a range 
of media eg phone, face to face, email, internet. Adapts 
their style to their audience. Builds trust and sound 
relationships with customers. Handles conflict and sensitive 
HR situations professionally and confidentially. 

Teamwork Consistently supports colleagues /collaborates within the 
team and HR to achieve results. Builds/maintains strong 
working relationships with others in the team and across 
HR where necessary. 

Process improvement Identifies opportunities to improve HR performance and 
service; acts on them within the authority of their role.  
Supports implementation of HR changes/projects with the 
business. 

Managing HR Information Maintains required HR records as part of services 
delivered. Prepares reports and management information 
from HR data, with interpretation as required. 

Personal Development Keeps up to date with business changes and HR 
legal/policy/process changes relevant to their role.  Seeks 
feedback and acts on it to improve their performance and 
overall capability. 



Behaviours What is required (developed and exhibited in the 
workplace) 

Honesty & Integrity Truthful, sincere and trustworthy in their actions. Shows 
integrity by doing the right thing. Maintains appropriate 
confidentiality at all times.  Has the courage to challenge 
when appropriate. 

Flexibility Adapts positively to changing work priorities and patterns 
when new tasks need to be done or requirements change. 

Resilience Displays energy and enthusiasm in the way they go about 
their role, dealing positively with setbacks when they occur. 
Stays positive under pressure. 



Human Resources CIPD Level 5 
Level: 5 
Length: 44 Weeks 
Cost: £9000 
Progression: Level 7 CIPD 

The CIPD Level 5 Intermediate certificate offers you the opportunity to build on your expertise in HR 
Management and gain a professional level of CIPD membership. Set at undergraduate level, CIPD 
Intermediate qualifications are suitable for those looking to develop a career in HR management or 
development and want to study a recognised qualification and who need to understand the role of HR in 
the wider organisational and environmental context. 

This role could be called an HR Consultant or an HR Business Partner in different organisations. 
Individuals in this role will use their HR expertise to provide and lead the delivery of HR solutions to 
business challenges, together with tailored advice to the business in a number of HR areas, typically to 
mid-level and senior managers.  

They could be in a generalist role, where they provide support across a range of HR areas – likely to be 
the Core HR option; or a specialist role, where they focus on and have in depth expertise in a specific 
area of HR – likely to be Resourcing, Total Reward, Organisation Development, or HR Operations. 
Whichever of these is chosen, they will have a good grounding across the whole range of HR disciplines 
as this is contained in both of the qualification options included in this standard. They will often be 
required to make decisions and recommendations on what the business can/should do in a specific 
situation.  

They will be influencing managers to change their thinking as well as bringing best practice into the 
organisation. They are also likely to lead the people related elements of business or HR projects. 
Whatever their role, they will need to link the work they do to the context and priorities of the business. In 
a larger organisation they may be one of a team supporting the business and they may also have 
responsibility for managing people. 

Knowledge What is required (through formal learning and applied 
according to business environment) 

HR Technical expertise Good understanding across all HR disciplines, HR 
legislation and an excellent working knowledge of the 
organisation’s HR policies and procedures. Sound 
understanding of HR in their sector and any unique 
features. Up to date with best practice and emerging 
thinking – able to use this in their dealings with the 
business. 

Business understanding Understands what the organisation does, the external 
market and sector it operates in, its challenges and issues. 
Understands business and HR KPIs and metrics, building a 



clear picture of how the business is performing.  
Understands the impact of this on their role. 

HR function Understands the structure and responsibilities of the HR 
function, policies and processes, and where to source HR 
specialist expertise. 

MI and Technology Understands HR systems and where to find HR and 
management data, both internally and externally, including 
benchmarking. Knows how technology, including social 
media, is impacting the business and HR. 

Skills What is required (acquired and demonstrated through 
continuous professional development in the workplace) 

HR Consultancy Develops and delivers HR solutions to the business that are 
appropriate to the organisational context. Influences leaders 
and managers to adopt appropriate solutions. Provides 
tailored HR services to the business as required by their 
role e.g. Performance Management, Resourcing, 
Development, Talent, Reward. Contributes to the 
development of relevant HR policies & procedures and/or 
HR initiatives. 

Providing support and advice Tailors business-centred advice on the interpretation and 
application of HR policies and processes. Makes sound 
judgments based on business need, ensuring the business 
operates within the boundaries of employment law. Deals 
with escalated people issues and works with the business 
to resolve them. 

Contributing to Business change Leads the HR contribution to business projects and change 
programmes to support positive behavioural, business or 
organisational change. 

Building HR capability Leads the improvement of people capability within the 
business or own team. Advises and coaches managers to 
deal successfully with people issues from a generalist or 
specialist perspective, incorporating best practice where 
appropriate. 

HR Information Analysis Researches, analyses and presents HR / business data 
(both internal and external) to provide insight, support 
solutions to business issues and track performance. 



Personal Development Keeps up to date with business changes and HR 
legal/policy/process changes relevant to their role. Seeks 
feedback and acts on it to improve their performance and 
overall capability. Plans their own development; shows 
commitment to the job and the profession 

Relationship management Builds effective working relationships with business 
managers (using the language of the business), peers and 
other HR functions, together with relevant external 
organisations. 

Communicates confidently with people at all levels, 
including senior management. 

Behaviours What is required (developed and exhibited in the 
workplace) 

Flexibility Adapts positively to changing work priorities and patterns, 
ensuring key business and HR deadlines continue to be 
met. Curious about HR/business trends and developments, 
incorporating them into their work. 

Resilience Displays tenacity and proactivity in the way they go about 
their role, dealing positively with setbacks when they occur. 
Stays positive under pressure. 

You will also be required to join the Chartered Institute of Personnel and Development (CIPD) as a 
studying affiliate and pay a membership fee. Admission to the CIPD is by electronic enrolment; we will 
provide information about how to do this during the induction session. There is no need to take any 
action yet as this will be carried out after the start of the course. For more information 
visit: http://www.cipd.co.uk/membership/membership-fees.aspx 

http://www.cipd.co.uk/membership/membership-fees.aspx


Learning and Skills Teacher Higher Apprenticeship 
Level: 5 
Length: 24 Months 
Cost: £10,000 

This distinctive level 5 apprenticeship provides an exciting development opportunity for those  
supporting teaching and learning. Upon completion, learners gain a Higher Education Diploma in 
Education and Training, with an opportunity to progress to a BSc (Hons) degree in Education at the 
University of Gloucestershire. 

With an emphasis on high quality partnership work-based learning, this programme provides an ideal 
opportunity for staff supporting the learning of children and/ or young people in education settings to 
undertake professional development and gain an academic qualification.  

Learners study alongside their work, attending university for one day per week with some online and 
in setting learning. Additionally, they have a school-based mentor to support their professional 
development.  

Apprentices develop their knowledge and understanding of theory and practice relating to student 
development and consider how they can make professional use of their learning.  
Assessment methods are diverse and include, for example, essays and projects, group and 
individual presentations, case studies, a professional record of development, reflective logs, 
observations of teaching, professional discussions, podcasts, digital trailers and online resources 
and interviews. 

Year 1 

During Year 1, learners develop core skills and knowledge to underpin their working practices. 
This includes developing strategies to support their own resilience in order to achieve their 
goals. 

Modules 

Professional Practice This module introduces the professional behaviours and skills required for 
learning and skills teachers. There is a specific focus on communication, 
language, literacy and the promotion of positive behaviour. 

Personal Development This module introduces the concept of personal development planning and 
enables learners to establish their own Professional Record (PR) of 
development. It includes the development of those study and transferable 
skills required of learners on undergraduate courses which also enhance 
employability in the work place.  

Learners are encouraged to identify their personal strengths and areas for 
development. They are asked to set targets to promote both their academic 



and professional development, and develop the resilience to achieve their 
goals. 

What is Education? This module aims to explore the purpose of education. It considers its role 
within society and how this relates to the learners' own working contexts. It 
explores the meaning of knowledge and its relationship with time and 
culture, as well as ideologies of education. Attitudes and ideas concerning 
the above are placed in a context by examining how the learner's own 
sectors have evolved over the past 150 years or so. 

Developing Awareness 
of Special Educational 
Needs(SEN) 

This module aims to introduce the concept of SEN and examine major 
policy initiatives introduced over the last 20 years which have had a direct 
impact on those with SEN. 

Marketing Understands how marketing can be used to underpin school funding. 
Knows the marketing priorities of their school and the impact marketing 
activities can have. Understands marketing activities to promote their school 
and takes into account e-safety when doing so. 

Working Supportively 
with Others 

This module aims to develop learners' knowledge and understanding of the 
principles underpinning the development of effective inclusive practice to 
promote development and well-being. It looks at practice undertaken by 
staff in a range of settings and explores the nature of multi-agency working. 

Introduction to 
Psychology in Contexts 

On this module learners are introduced to common themes, concepts and 
theories in psychology that have potential relevance to their working 
environments. These include motivation, personality, learning theories, 
intelligence, self-esteem and self-concept. 

Becoming a Reflective 
Practitioner 

This online module consolidates the ability of apprentices to learn from their 
experiences in the workplace. Learners develop their understanding of 
continuing professional development and use the relevant occupational 
standards and Professional Record to audit and record their progress. They 
set targets for their personal and professional development and evaluate 
the impact of these upon their practice. 

Year 2 

In Year 2, learners should be able to demonstrate their understanding of key concepts and how 
these relate to their workplace. They undertake a work-based project where they are able to 
demonstrate their ability to undertake a substantial piece of work with direct relevance to their 
professional practice. 

Modules 

Professional Practice This module seeks to develop and enhance the professional behaviours 
and skills required for learning and skills teachers. There is a specific focus 
on developing mathematical understanding. 



Education in the Digital 
Era 

This module explores the digital revolution and the impact of this on 
educational learning experiences within the learners' own working 
environments. The learner will prepare and submit and Online Presentation 
(OP) demonstrating their journey towards their mastery of current 
technologies. 

Education in an 
Ethnically Diverse 
Society 

This module aims to raise learners' awareness of ethnicity in Britain. They 
explore patterns of change and the underlying reasons for these, as well as 
society and government response and the impact on education - particularly 
their working environment. 

Communication and 
Relationship Building 

Communicates appropriately and effectively with a range of stakeholders 
including students, parents, governors/trustees, staff, government and local 
government departments, e.g. DfE/ ESFA, to gain positive outcomes. Has 
the confidence to question or seek clarification of aspects of school practice 
when unsure or unclear. 

Reflective Practice This online module aims to extend the ability of learners to work as 
reflective practitioners who are able to evaluate and analyse their 
experiences in the workplace. 

Learners further develop their understanding of continuing professional 
development and continue to use the PR to record and audit their progress. 

Developing Inclusion This module aims to consider specific conditions and ways of addressing 
these to maximise involvement. Typically, these might include 
disadvantaged groups such as looked after children, or those with autism, 
dyslexia or sensory impairment. 

Learners explore ways of making physical adaptations to enable students to 
overcome barriers to learning, as well as the selection of appropriate 
approaches and systems to support development. 

Working with Families This module explores recent government initiatives and local agenda setting 
in relation to working with families in a range of contexts to enhance 
learning and development. 

Work-Based Research 
Project 

On this module learners are provided with an opportunity to undertake a 
review of literature linked to their topic of interest and thereby develop skills 
in information searching for primary research and critical appraisal. 

It introduces learners to the methodologies commonly used in educational 
research and enables them to demonstrate their ability to undertake an 
individual project with direct relevance to their professional practice. The 
module may be a development of any or all of the previous modules. 

Safeguarding All learners are required to achieve the level 2 Safeguarding qualification. 



End point assessment 
Throughout the apprenticeship, learners will be required to reflect upon 
how they have applied taught content in their workplace. At the end of the 
taught programme, they will be required to use their Professional Record 
(PR) of development and Online Presentation (OP) to engage in an 
assessed professional discussion and an assessed observation of two 
teaching sessions.  

Entry requirements 
Apprentices should be in full-time employment and should have achieved 
level 2 qualifications in English and mathematics (GCSE grade 4 / C or 
above, or equivalent). Learners also require a willingness to continue to 
develop personal ICT skills to a level in-line with the Learning and Skills 
Teacher role.  

Employer and learner support 
All learners will have a personal tutor who will remain a source of guidance 
for them throughout the apprenticeship. They will also be supported by 
module tutors and our helpzone staff. Employers are able to access our 
dedicated apprenticeship support team, who are here to ensure 
organisations get the best from both the learner and the programme.  

Learner benefits 
Upon successful completion of the programme, learners gain a Higher 
Education Diploma in Education and Training (level 5) from the University 
of Gloucestershire 

• Apprentices have access to all university libraries, IT and facilities,
across our campuses in Cheltenham and Gloucester

• Apprentices are entitled to discounted travel with Stagecoach across
the South West network, and to an NUS student card offering great
discounts at restaurants and high street stores

Location 

When at university, learners will be based in the School of Education and 
Humanities at our historic Francis Close Hall campus, just a few minutes' 
walk from Cheltenham town centre.  

The school has been making a significant contribution to education for over 
150 years. Leading the way in high-quality research, teaching and 
professional education, the university has earned an excellent reputation 
both in terms of learner satisfaction and the quality of course delivery. 



Learning and Skills Teacher 
Level: 5 
Length: 24 Months 
Cost: £10,000 

The Learning and Skills Teacher (LST) is ‘dual-professional’, having first achieved competence in a 
vocational or subject specialism and then subsequently trained as a teacher. This means that many 
teachers in the Education and Training Sector (ETS) begin teaching as a second, or even later, career. 
The LST role is pivotal to the success of traineeship and apprenticeship programmes, in delivering 
effective vocational education and training that meets both learners’ and employers’ needs.  

LSTs teach young people and adults within all parts of the ETS, including: work based/independent 
training provision; further, adult and higher education; offender-learning; and the voluntary sector.  LSTs 
are responsible for planning and delivering learning that is current, relevant, challenging, and that 
inspires learners to engage and achieve their full potential.  LSTs collaborate closely with colleagues and 
other ETS professionals in supporting learner progress. LSTs ensure the physical, psychological and 
social wellbeing of learners. 

The LST apprenticeship requires development of the following professional behaviours, skills and 
knowledge: Professional behaviours. The Learning and Skills Teacher will: 
a. Operate at all times to ethical and legal standards and within professional boundaries
b. Value diversity and actively promote equality of opportunity and inclusion
c. Be resilient and adaptable when dealing with challenge and change, maintaining focus
and self-control
d. Promote a passion for learning and high expectations of all learners
e. Model exemplary communication skills with learners and in all professional relationships
f. Be a role model for the effective use of current, digital and mobile technologies in support
of teaching and learning
g. Underpin their practice by reference to professional standards and evidence-based teaching
and learning

The Learning and Skills Teacher  will be 
able to: 

The Learning and Skills Teacher will understand: 

Plan learning to: Principles of effective programme design 

S1  meet programme requirements and 
deliver learning outcomes in a realistic 
context 

K1  how to organise and combine syllabus outcomes 
into meaningful/realistic learning opportunities 

S2  ensure that learning activities are 
authentic in relation to workplace practice 

K2  current and emerging workplace practice 

S3  encourage learners to develop: 

• autonomy and resilience

K3  evidence-based strategies to ensure that the 
learning process develops individuals to be highly 



• personal and interpersonal
effectiveness

• social awareness and respect for
others

• essential employability skills

effective within the workplace, with their families and in 
their communities 

Design and deliver learning sessions and 
activities to: 

Principles of effective learning 

S4  engage learners to establish standards of 
behaviour, mutual respect and safe working 

K4  how to engage learners in maintaining ground-
rules for safe and effective learning 

S5  avoid and overcome unfair disadvantage 
and barriers to learning 

K5  the causes of unfair disadvantage and barriers to 
learning, and ways to overcome them 

S6  develop mathematics and English skills 
necessary for vocational achievement 

K6  mathematics and English in the vocational context 
and opportunities and support for their development 

S7  actively engage and inspire all learners 
and encourage them to set challenging goals 

K7  how to ensure that learning activities actively 
engage and challenge all learners 

S8  use resources that are inclusive and add 
value to learners’ development 

K8  when best to use learning resources to support 
learners without excluding others 

S9  use digital and mobile technologies in 
ways that are safe and support effective 
learning 

K9  current and emerging learning technologies and 
how they can be used safely and effectively 

Facilitate individualised learning through: Principles of individualised (differentiated) learning 

S10  access to up-to-date information, advice 
and guidance 

K10  sources of current information, advice and 
guidance 

S11  reference to initial and diagnostic 
assessment of learners’ needs obtained at 
the start of and throughout the learner’s 
journey 

K11  effective use of initial and diagnostic assessment 
and their application at the start of or during a 
programme 

S12  varied learning activities that naturally 
allow all learners to contribute 

K12  ways for learners to develop or acquire skills and 
knowledge individually or as part of a team-based task 

S13  facilitate regular 360° feedback that 
empowers learners in their own development 

K13  how to involve learners in understanding their 
own progress, and updating their learning records and 
plans 

S14  regular formative assessment 
processes and updated individual learning 
plans 

K4  valid processes of Assessment for Learning and 
ways to ensure that ILPs support the entire learning 
journey 



S15  coaching (or referral) of learners’ to 
address unhelpful behaviours or viewpoints 

K15  recognised coaching techniques and the 
circumstances in which referral may be necessary 

S16  collaboration with relevant colleagues 
and professionals to support individual action 
plans 

K16  how and where to access support for learners in 
achieving agreed developmental targets 

 Quality assure outcomes for learners 
through: 

 Quality assurance within the education context 

S17  compliance with internal and external 
regulations, legislation and guidance in 
respect of: 

• teaching, learning and assessment
• recording, storing and sharing

information relating to learners and
learning

• the physical and psychological safety
of all learners

K17 the requirements and implications of: 

• organisational policies and procedures
• OFSTED Common Inspection Framework
• awarding organisations
• funding agencies
• legislation (e.g. equalities and safeguarding)

S18  seeking feedback from learners, 
colleagues and relevant others to support 
quality improvements in teaching and 
learning 

K18  effective methods of securing valid feedback from 
stakeholders (e.g. learners, colleagues, employers) to 
support improvements, and how to triangulate 
feedback from a range of relevant sources 

S19  continually updating their own 
knowledge and skills as a teaching 
professional and a subject specialist 

K19  ways to access personal and professional 
development and to maintain vocational currency 

S20  using aggregated assessment data to 
review and develop own and others’ practice 
and to report emerging gaps in progression 
and achievement amongst groups of learners 

K20  the use of aggregated assessment data to inform 
personal and professional development and to identify 
and report gaps in progress for groups of learners 

S21  supporting organisational development 
and quality improvement interventions 

K21  organisational, collaborative quality improvement 
strategies 

S17  compliance with internal and external 
regulations, legislation and guidance in 
respect of: 

• teaching, learning and assessment
• recording, storing and sharing

information relating to learners and
learning

• the physical and psychological safety
of all learners

K17 the requirements and implications of: 

• organisational policies and procedures
• OFSTED Common Inspection Framework
• awarding organisations
• funding agencies
• legislation (e.g. equalities and safeguarding)

S18  seeking feedback from learners, 
colleagues and relevant others to support 

K18  effective methods of securing valid feedback from 
stakeholders (e.g. learners, colleagues, employers) to 



quality improvements in teaching and 
learning 

support improvements, and how to triangulate 
feedback from a range of relevant sources 

S19  continually updating their own 
knowledge and skills as a teaching 
professional and a subject specialist 

K19  ways to access personal and professional 
development and to maintain vocational currency 

S20  using aggregated assessment data to 
review and develop own and others’ practice 
and to report emerging gaps in progression 
and achievement amongst groups of learners 

K20  the use of aggregated assessment data to inform 
personal and professional development and to identify 
and report gaps in progress for groups of learners 

S21  supporting organisational development 
and quality improvement interventions 

K21  organisational, collaborative quality improvement 
strategies 



Learning Mentor 
Level : 3 
Length:12 Months 
Cost: £5000 

Learning Mentors (LMs) will have sector-specific experience and qualifications, as determined by their 
employer or professional body, which they use to guide and advise those who are less experienced and 
new to a work role. The LM is therefore a ‘dual professional’ having both up-to-date knowledge and skills 
in a specialist vocational or subject area, together with the generic skills necessary to support learners 
(as potentially a first step towards a secondary role as an education and training professional). LMs 
therefore support the development of learners’ knowledge, skills and behaviours, throughout their 
programme, particularly in applying theoretical learning in practical work environments (and usually on a 
one-to-one, or small group, basis). They give practical, technical and/or pastoral support and guidance. 
LMs collaborate closely with colleagues, other ETS professionals, employers and/or human resource 
colleagues to meet learners’ needs and achieve their potential 

Behaviours 

• Promote an ethos of motivation, aspiration and a passion for learning.
• Operate at all times to ethical and legal standards and within professional boundaries.
• Value equality and diversity and work with others to improve equality of opportunity and inclusion.
• Be resilient and adaptable when dealing with challenge and change, maintaining focus and

self-control.
• Demonstrate, encourage and expect mutual respect in all professional context

Knowledge 

• Effective practice in providing accurate and relevant vocational/pastoral advice and guidance.
• Effective questioning, active-listening and assertiveness techniques.
• Learning programme requirements and the need to plan contextualised learning in authentic or

realistic work settings with the learner support team.
• The roles of assessors, coaches or teachers in providing practical help with assessment processes

and requirements.
• Who has a legitimate need to be kept informed of issues impacting on the learner’s wellbeing and

progress.
• The mentor’s role in supporting the learner’s development and how to provide valid evidence of

progress and achievement



Skills 

• Advise, guide and supervise learners to acquire the most benefit from their learning programme.
• Communicate and collaborate effectively and use effective questioning, listening and assertiveness

skills.  Work with education providers and workplace colleagues to plan and implement structured and
meaningful learning and work experience.

• Liaise with assessors, coaches and/or teachers to facilitate formative and summative assessment of
learners’ skills and knowledge.

• Identify and refer issues relevant to learners’ progress and wellbeing, to education-providers and/or
workplace colleagues.

• Collaborate with the wider education support team to review learners’ progress and to provide
evidence of progress and achievement.

• Maintain appropriate records for the learning programme, complying with quality, confidentiality and
data protection requirements.

• Liaise with relevant colleagues to support the implementation of learners’ action plans.
• Be vigilant in safeguarding learners and others in contact with them.
• Maintain the currency of their vocational skills. •
• Comply with internal and external quality assurance requirements.



School Business Professional 
Level: 4 
Length: 18 Months 
Cost: £6000 
Progression: Management Apprenticeship 

School Business Professionals (SBPs) perform a role which is unique to schools, administering and 
managing the financial, site and support services within the school context. They provide essential 
support to school leadership teams, implementing their financial and business decisions. 

SBPs may work in any school phase (primary, secondary, special) and in different school structures: 
single academy trusts, multi academy trusts (MATs), local authority maintained schools and federations, 
etc. Consequently, they can work in very different settings with varying numbers of people that they 
report to including the headteacher or School Business Director (SBD). Within this context, SBPs have a 
shared number of roles which shape their day-to-day activity to make this a homogeneous role in 
schools. The role typically includes: 

• drafting and monitoring the school budget, setting up financial controls and reporting on performance
to ensure best value for money is achieved; managing payroll, maintaining accounts and financial
reporting to the headteacher and governors

• management of the school site to ensure that it provides a safe and suitable learning environment;
procurement of goods and services to achieve best value and oversee contract management, e.g.
staff, catering and maintenance contracts

• identification of income generation opportunities on a small scale, supporting the SBD in larger
opportunities

• preparation of marketing materials and lead a range of marketing activities to add value and promote
the school externally

• responsibility for managing office and other support staff and for developing and maintaining effective
administrative systems, e.g. student record-keeping systems; implementation of school HR processes

• ensuring compliance with and implementation of safeguarding and Health & Safety policies so that all
stakeholders work in a safe and healthy

SBPs interact with all school stakeholders regularly to advise on and manage school business practices 
effectively. This requires them to understand educational issues as well as business management. 

Their work is performed in the context of ensuring that public funds are used effectively. They must 
adhere to the principles of making the best use of school resources to enable all students to achieve their 
potential and to meet the aim of increasing social mobility for children and young people. SBPs must also 
understand that their role is of vital importance in relation to school governance and compliance. They 
must have a good understanding of educational policies and be able to implement change. 



Knowledge What is Required: 

Finance Understands the range of educational funding streams available which are 
applicable to their educational setting. Has a working knowledge of 
accounting practices and understands how to apply business principles to 
the optimum use of funding to support learning outcomes. Understands 
school compliance issues. Recognises business efficiency and knows the 
range of data required to inform school business decisions. 

Procurement Knowledge of school procurement regulations and requirements and how to 
achieve value for money, including collaborative procurement. 

Understands how to manage collaborative processes with other schools in 
order to share good practice and secure financial efficiencies. Has an 
awareness of the complexities of procurement law. 

Human Resources Understands the complexities of teaching and support staff contracts, terms 
& conditions of employment and payroll. Understands educational HR 
policies, safer recruitment, and compliance with safeguarding priorities and 
equality legislation. Has an awareness of when to seek legal advice. 

Managing Support 
Services 

Knows the impact of educational policies at an operational level in order to 
support the school development plan. Understands the influence of 
educational regulatory bodies (DfE, Ofsted, etc). Is aware of Ofsted 
requirements and the implications these have for the workforce and 
planning in a school. Knows how to manage the DfE pupil and workforce 
census and their impact on the school. 

Governance and Risk Has practical knowledge of the supporting documentation governors need. 
Understands the process of risk management and procures and manages 
insurance cover for the school to mitigate risks as appropriate. Has relevant 
knowledge enabling compliance with charitable status and education law. 
Understands the impact of, and how to implement, safeguarding policy in a 
school environment. 

Marketing Understands how marketing can be used to underpin school funding. 
Knows the marketing priorities of their school and the impact marketing 
activities can have. Understands marketing activities to promote their school 
and takes into account e-safety when doing so. 

Infrastructure Awareness of the optimum deployment of resources targeted to raise pupil 
attainment. Understands the significance of physical facilities and digital 
processes in an educational setting, e.g. facilities repair logs, student data 
analysis, data security and safe use of social media. Has knowledge of 
relevant legislation that schools must comply with, such as Health & Safety, 
Freedom of Information, Employment and Data Protection policies. 

Ethical Standards Understands and demonstrates the highest standards of personal and 
professional conduct, and applies statutory regulations and provisions. 



Skills What is Required: 

Financial and 
Operational 
Management 

Manages strategies set by senior personnel and drafts budgets that reflect 
them. Manages the accurate recording and reporting of the school’s 
finances to inform the senior leadership team who set the priorities for 
school spending. Completes pre-audit checks. Produces reports that 
present information and data using a range of analytical processes. 

Project Management Plans, organises and manages processes to ensure value for money for the 
school whilst supporting education delivery, e.g. contract management, 
payroll, building maintenance and small development projects. Uses 
multiple IT packages and specialised schools MIS (management 
information systems) platforms. Prepares and collates reporting data. 

Change Management Embraces change in a school and influence others in a positive manner. 

Works constructively within a team environment. 

Communicati on and 
Relationship Building 

Communicates appropriately and effectively with a range of stakeholders 
including students, parents, governors/trustees, staff, government and local 
government departments, e.g. DfE/ ESFA, to gain positive outcomes. Has 
the confidence to question or seek clarification of aspects of school practice 
when unsure or unclear. 

Strategic Management Manages support services across an entire school whilst also providing 
guidance to colleagues on the most appropriate use of school funding. 
Effectively line manages small teams to drive efficiencies. 

Behaviours What is Required: 

Change Catalyst Keeps up to date with educational policies and embraces change. Self- 
motivated and supportive of others in working through change. 

Decision Maker Demonstrates a confident approach to decision-making and prioritisation, 
thus gaining the confidence of others. 

Skilled Negotiator Open, approachable and is able to build trust with others. Consults and 
seeks the views of others and values diversity. 

Collaborative Behaves in a collaborative way with other internal and external 
stakeholders. Promotes a team spirit and actively demonstrates 
professional competence in all settings and situations. 

Resilient Has the ability to adapt to different, changing and challenging situations 
whilst promoting the highest professional standards. 

Challenger Is willing to ask difficult questions whilst demonstrating an ethical, fair and 
consistent approach. Offers a business perspective and supports 
discussion and debate with professional knowledge and evidence. 



Teaching Assistant 
Level: 3 
Length: 18 Months 
Cost: £6000 

The Level 3 Teaching Assistant Standard Apprenticeship has been designed to provide you with the 
skills and knowledge necessary to support children in Primary, Secondary and Special Educational 
Schools. You will learn support the class teacher to provide positive learning experiences for children and 
enable them to access the curriculum through individual and group work.  You will be expected to be 
good role models and to ensure that children thrive in a positive and nurturing environment. You will learn 
the necessary skills to contribute to planning and delivering class activities.  In addition, you will promote 
British Values through spiritual, moral, social and cultural development as well as the necessary 
behaviours that are crucial in contributing to progress and overall development.  

Knowledge What is Required: 

Understanding how 
pupils learn and develop 

• Understand the need to provide feedback to support and facilitate
an appropriate level of independence.

• Comprehend appropriate levels of learning resources to identify
and help address weakness, consolidate strengths and develop
individualised expectations.

• Recognise different stages of child development through school,
eg: transition between key stages.

Technology • Recognise the importance of using appropriate technology to
support learning.

Working with teachers to 
understand and support 
assessment for learning 

• Understand the need to accurately observe, record and report on
pupil’s participation, conceptual understanding and progress to
improve practice and assessment for different groups of pupils.

• Understand the school’s assessment procedures for benchmarking
against targets set by the class teacher.

• Be familiar with assessment materials.

Curriculum • An appropriate knowledge of the curriculum and context you are
working in.

Keeping Children Safe 
in Education 

• Understand current statutory guidance including ‘Keeping Children
Safe in Education’ Part 1, safeguarding policies, Prevent Strategy.

• Understand the importance of sharing relevant information, in a
timely manner with the designated Safeguarding lead. Understand
the importance of first aid procedures, recording/reporting incidents
and a broad knowledge of Health & Safety Policy.



Skills What is Required: 

Developing strategies 
for support 

• Develop strategies to support and encourage pupils to move
towards independent learning.

• Use appropriately varied vocabulary to ensure pupils’
understanding.

• Embed effective behaviour management strategies using discipline
appropriately and fairly in line with the school’s policy.

• Deliver interventions in accordance with training given (RAG rating).
• Foster and encourage positive, effective, nurturing and safe

learning environments inspiring pupils to take pride in and learn
from their individual achievements.

• Recognise, adapt and respond to all pupils encompassing
SEN/emotional vulnerabilities, for example, use Makaton, visual
timetables.

Communication and 
team work 

• Work closely with teachers to ensure own contribution aligns with
the teaching.

• Ensure regular communication with teachers to provide clarity and
consistency of role within lessons.

• Deliver/lead small group teaching within clearly defined/planned
parameters using initiative, sensitivity and understanding.

• Build appropriate relationships with colleagues, pupils, parents,
adults and stakeholders.

• Comply with policy and procedures for sharing confidential
information and know when and where to seek advice.

• Implement current statutory guidance including ‘Keeping Children
Safe in Education’ Part 1, safeguarding policies, Prevent Strategy.

• Undertake safeguarding training every 3 years.
• Support pupils’ well-being whilst embedding the importance of

online safety.

Working with teachers to 
accurately assess 

• Contribute to a range of assessment processes and use information
effectively for example: written records.

• Use specific feedback to help pupils make progress.
• Apply good subject knowledge to support accurate assessment.

Using technology • Use school computer systems, including specialist software eg:
online registration, intervention programmes and management
information systems.

• Use relevant technology competently and effectively to improve
learning.

• Ensure pupils use technology safely.

Problem solving/ability 
to motivate pupils 

• Use a range of strategies including scaffolding and open
questioning skills to enable pupils to access and engage in
learning.

• Recognise the difference between pastoral and academic issues
and model good behaviour for learning.



Behaviours What is Required: 

Building relationships/ 
embracing change 

• Flexibility, trust, professional conduct, confidentiality and being
respectful.

• Promote the school’s efforts to build positive behaviour for learning.
• Promote and exemplify positive behaviour and uphold the school

ethos.
• Be enthusiastic and open to new ideas.

Adding value to 
education 

• Praise; provide constructive and specific feedback and support
pupils, helping them to achieve their maximum potential socially,
emotionally and academically through peer marking and reflection.

Promoting equality, 
diversity and inclusion 

• Keep pupils at the centre of everything.
• Promote community cohesion and cultural diversity encompassing

a full understanding of the school’s ethos.

Professional 
standards and 
personal 
accountability 

• Demonstrate professional relationships in line with Staff Handbook.
• Be diplomatic, a positive role model and maintain confidentiality.
• Optimise learning opportunities and reflect on their personal

development.
• Demonstrate a willingness to learn and improve personal skill set.

Team working, 
collaboration/ 
engagement 

• Work collaboratively and constructively with the whole school team.
• Engage professionally as appropriate with outside professionals.



Teacher Apprenticeship 

Level: 6 - In order to achieve QTS 
Length: 12 Months 
Cost: £9,000 

This Apprenticeship Levy-funded course is ideal for the widest range of suitably qualified 
candidates including: Teaching Assistants in schools; other, non-teaching employees in schools; and 
graduates who may already be employed as unqualified teachers. All can now achieve QTS through 
flexible online study while they continue to work in their school. In addition, schools may use this funded 
training route to offer Apprentice Teacher roles to attract, recruit and train graduates. 

We’ve made teacher training as accessible as possible. Whether you’re a practising Teaching Assistant, 
someone employed in a non-teaching role in a school, or a graduate wishing to gain QTS, the flexible 
online programme enables you to learn in-school and at home, while still earning. With this new 
opportunity you’ll cover both academic theory and practice as you learn the professional knowledge, 
skills and behaviours required to be an effective and successful teacher. 

The online course comprises high quality digital content created in partnership with a leading UK teacher 
training provider. Using world-class online learning platform, you can study wherever and whenever you 
choose, with no need for travel or for study at weekends or during school holidays. This makes the 
course particularly suitable for those with family or caring commitments and those living in remote 
locations. You’ll have online support and a personal academic tutor. Each learner will also have a 
mentor from their workplace.Applicants must have: Grade C/4 or equivalent in GCSE English and maths 
(also grade C/4 GCSE in a science subject if they intend to teach pupils aged 3–11); a bachelor’s degree 
(or equivalent) for entry to graduate Initial Teacher Training (ITT). 

Curriculum:  
The curriculum focuses on the professional knowledge and skills required of a teacher: 

• Set high expectations which inspire,
• motivate and challenge pupils
• Promote good progress and outcomes
• by pupils
• Demonstrate good subject and
• curriculum knowledge
• Plan and teach well-structured lessons
• Adapt teaching to respond to the
• strengths and needs of all pupils
• Make accurate and productive use of
• assessment
• Manage behaviour effectively to ensure
• a good and safe learning environment
• Fulfil wider professional responsibilities.

In addition, the course covers the professional and personal behaviours required throughout a teacher’s 
career. 



 

 

 
Children, Young People and Families Practitioner/Manager Level 4 
 

Level: 4 

Length: 24 Months 

Cost: £6,000 

 

As a practitioner you will be working with children, young people and families, including carers, to 

achieve positive and sustainable change in their lives. You will demonstrate a passion to care for and 

about children, young people and families. You will be skilled in recognising and assessing the complex 

needs that children, young people and families often present. You will agree with the child, young person 

or family any specific interventions or referrals.  Your approach will be one of respectful curiosity that 

challenges and supports children, young people and families to achieve their potential and stay safe. You 

will work alongside other professionals and organisations to share the responsibility for improving 

outcomes. Each piece of work with a child or family will be different and you will exercise judgement on a 

range of evidence-based approaches to inform your practice. You will regularly evaluate the 

effectiveness of your methods and actions. Regular supervision with an experienced practitioner will 

encourage reflection on your practice. At the end of the apprenticeship the high quality of your practice 

will be making a real difference to those that you work with. 

 

Children, Young People and Families Practitioner within the Community 

You will understand the importance of and be skilled in, early intervention and safeguarding work. You 

will manage risk across the spectrum needs for children, young people and families'. You may work in 

settings as diverse as family homes, youth centres, early years, youth justice, children's centres, 

educational settings and the community. You will play a significant role in working across agencies to 

improve outcomes. You may work with particular age groups, across the full age range or specifically 

with families. By supporting the confidence and skills of children, young people and families you will help 

them to overcome barriers and maximise their independence 

 
 

 
Behaviours  What is Required: 

Care Respecting and valuing individuals to keep them safe, being affirming and 

working with them to help them make a positive difference to their lives 

Compassion  
Consideration and concern for children, young people and their families, 

combined with an understanding of the perspective of those you work with 

Courage Honesty and a positive belief in helping children, young people and families. 

Being confident when faced with confrontation, holding a safe space to 

manage and contain really difficult behaviours and working with children, 

young people and families to challenge and enable them to fulfil their 

potential 

Communication: Your work is based on building effective relationships, being perceptive 

and empathic and building good rapport 



 

Competence The relationships you build to effect change for children, young people and 

families will be informed by social care ethics and values and will be 

developed through reflective practice 

Commitment Creating sustainable change in others by working alongside children, young 

people and families and being authentic, consistent, patient, persistent and 

resilient 

 

 

 

Skills Knowledge and Understanding  

Communicates in way that enables the voice of the child, 
young person or family members to be heard 

Encourages individuals to engage positively with their 
community and relevant agencies and actively participate 
in the way their care and support is delivered 

Actively promotes respect, equality, diversity and 
inclusion 

• Communication that enables the voice of the child, 

young person or family members to be heard 

• Multiple factors that contribute to uncertainty in the 

lives of children, young people and families 

• Equality, rights, diversity and cultural differences, 

and the values of the organisation in which you are 

working 

Works together with children, young people and families 
to keep them safe and manage risk and promoting the 
development of skills the family need to successfully 
manage risk themselves 

Works with and supports other professionals to respond 
to safeguarding concerns 

• The range of potential safeguarding risk factors (e.g. 

domestic violence, membership of gangs, missing 

children, online activity, radicalisation and Prevent 

agenda), the different forms of harm to children and 

vulnerable adults (e.g. neglect, child sexual 

exploitation, physical abuse, emotional abuse) and the 

local and national thresholds for safeguarding 

• the safeguarding requirements contained within 

mandatory local safeguarding training or nationally 

accredited equivalent 

 

Identifies the influences on the individual and the family 
and supports them to make informed choices 

Leads on the development and recording of holistic plans, 
delivery of interventions and evaluates their effectiveness 

Identifies and addresses barriers to accessing resources 

• Child, adolescent and adult development 

• The spectrum of needs and how they may be met 

• The principles of effective assessment and the 

importance of analysis and professional judgement 

 

Models clarity of purpose, clear expectations and 

a professional approach to decision making 

Appropriately challenges and/or offers alternative 

perspectives with the children, young person or 

family 

Contributes to own professional development 

• The duties, responsibilities, boundaries and ethical 

nature of the role 

• Theories and guidelines underpinning sound 

practice 

 



 

Applies knowledge of legal, economic and social 

justice systems and implements policy frameworks 

in support of positive outcomes for children, young 

people and families 

• Systems and policy frameworks for work with 

children, young people and families. e.g. 

education, health, care, employment, criminal 

justice, special educational needs and disabilities, 

first aid, safeguarding 

•  

Demonstrates critical evaluation of practice and 

insight into own emotions, behaviour and feelings, 

and uses these insights to challenge own practice 

Takes an active part in continuous professional 

development 

• The role of professional judgement and analysis in 

complex situations 

• The importance of considering ethics and values, 

challenging self and the systems in use 

 

Sharing and agreeing goals and outcomes when 

building relationships with partner organisations, 

other workers, children, young people and 

families, to ensure appropriate and timely support 

• Techniques for establishing shared goals and 

outcomes when building relationships with others 

Builds networks with others and contributes to the 

development and evaluation of interventions 

Challenges interagency non-performance 

Negotiates and navigates the systems of social 

welfare to secure effective joint outcomes 

• The national systems of social welfare 

• Essential networks of agencies and community groups 

• Practice and principles of effective multi agency 
working 

 

Engages effectively with child, young person 

and/or family members 

 

Supports children, young people or vulnerable 

adults to identify and take action to deal with 

safeguarding risk 

• Contemporary social issues that affect family life and 
the care of children and young people 

• Detailed understanding of working with a particular 
group e.g. U5, 5-11, 12+, young adult, parents, 
families, children with special educational needs and 
disabilities 

• Key ethical and professional aspects of role 

 

 



 

 

 
Children, Young People and Families Manager Level 5 
 

Level: 5 

Length: 24 Months 

Cost: £6,000 

 

As a Children, Young People and Family Manager you will ensure direction, alignment and commitment 

within your own practice, your team(s), your organisation and across partnerships to help children, young 

people and families aspire to do their best and achieve sustainable change. You will build teams, 

manage resources and lead new approaches to working practices that deliver improved outcomes and 

put the child, young person or family at the centre of practice.  

 

You may work either as a Manager in Children's Residential Care or as a Children, Young People and 

Families Manager in the Community in a range of settings in local authorities, within health organisations, 

educational and early years settings or children's centres, as well as a wide range of private voluntary 

and community organisations. You could be solely responsible for the management of a team or service, 

or be part of a management team. To deliver effectively on a wide range of outcomes you will work on a 

multi agency basis with professionals from a wide range of backgrounds, as well as team leaders and 

managers from your own organisation. 

 

With a focus on excellence in practice and improved performance, you will encourage Children, Young 

People and Family Practitioners to gain the skills, knowledge, attitudes and behaviours that will enable 

them to actively support each child, young person, young adult and family to achieve their potential. You 

will inform and improve practice by acting on research and new developments into how the needs of 

children, young people and families are best met. You will model the behaviours that encourage 

reflective practice, professional confidence and humility. You will challenge and support practitioners and 

ensure their practice is safe. You will develop and lead an ethos that will enable and inspire practitioners 

to make a real difference to the lives of children, young people and families. 

 
 

 
Behaviours  What is Required: 

Care Respecting and valuing practitioners, encouraging and enabling them to 

deliver excellent practice 

Compassion  
Consideration and concern, combined with robust challenge and support 

Courage Having honest conversations and encouraging practitioners to offer their 

own 

Communication: Building relationships with practitioners, peers and partner organisations 



 

Competence Knowing the business, knowing what good practice looks like in others and 

having a relentless focus on delivering improved outcomes 

Commitment Demonstrating a strong moral purpose, modelling the ethos and building 

the skills of others and retaining and maintaining and own practice skills 

through effective CPD 

 

 

 

Skills Knowledge and Understanding  

Maintains and develops a leadership style that sets the 
ethos, aims and approach to the work 

Manages the application of professional judgement, 
standards and codes of practice 

Creates a strong sense of team purpose 

• Current research and development in the health and 

social care sector 

• Theories underpinning the learning, development and 

motivation of individuals and teams 

• The role of the team and the internal and external 

environment in which it operates 

Models an ethos that actively promotes equality, 
resilience, dignity and respects diversity and inclusion 

Actively seeks the views of others 

• Values and ethics and the principles and practices of 

diversity, equality, rights and inclusion 

• Approaches to dignity and respect 

 

Develops and delivers good quality supervision practice 
and decision making 

Demonstrates evidence based practice and models the 
effective use of up to date research and theories 

Identifies and manages risk 

Monitors, evaluates and improves the working 
environment to ensure it is safe 

• The principles and practice of supervision with their 

staff 

• The theories and up-to-date research and best 

practice that underpin practice decision making 

• The working practices surrounding legislation, 

national and local solutions for safeguarding and risk 

management of children, young people and families 

• A healthy, safe and stimulating environment that fulfils 

health & safety legislation and requirements 

• The safeguarding requirements contained within 

mandatory local safeguarding training or nationally 

accredited equivalent 

 

Sets clear, measurable objectives 

Uses data to evaluate the effectiveness of 

outcomes 

Develops, facilitates and leads changes in working 

practices that deliver improved outcomes 

Actively encourages the participation of children, 

young people and families in service improvement 

• The principles and practice of statutory frameworks, 

standards, guidance and Codes of Practice 

• The quality assurance of health and social care in 

line with OFSTED, CQC and other regulatory 

bodies 

• Approaches to developing and implementing 

improvement, including use of data 

• The theories of intervention that meet the needs of 

children, young people and adults within the family 



 

Manages the quality assurance of the service 

provided and proposes improvements 

 

Manages and deploys total resource (e.g. people, 

finance, IT property) to maximise outcomes 

Mobilises collective action across service 

boundaries and within the community to manage 

resources 

Commissions and contract manages external 

providers 

• The practice and principles of resource management 

• How to create engagement and innovation in the 
development of practice 

• The commissioning cycle and its application 

 

Collaborates with partner agencies and resolves 

complex issues to achieve best outcomes 

Builds an ethos of learning and continuous 

improvement across partner organisations 

• Inter-agency and multi-agency work and its role in 

ensuring positive outcomes 

• Techniques to influence, persuade and negotiate with 

others 

 

Evaluates practice of team members 

Assesses learning styles of self and team 

members and identifies development opportunities 

Listens to, challenges and supports practitioners 

Engages in reflective practice and develops a 

learning culture across the team 

• Principles of: reflective practice; how people learn; 

effective continuing professional development 

• Academic research, evidence-based data, policy 

developments, practice developments 

Proactively develops and sustains strategies for 

joint working , to improve outcomes 

 Demonstrates good awareness of stakeholders 

Contributes to and initiates appropriate joint 

budget arrangements  

 

• The national systems of social welfare 

 

• Local agencies and community groups 

 

• Theoretical approaches to the practice and principles 

of effective multi agency working 

Leads, implement s and evaluates effective 

approaches to practice in specific contexts 

Audits and measures performance effectively 

within a multi- agency context 

Effectively uses and shares information and data 

Leads and develops new approaches to early 

intervention in partnership practice 

 

• Theoretical approaches to contemporary social issues 
that affect family life and the care of children and 
young people 

 

• The priority practice areas in the specific context and 
their responsibilities within it 

 

• Ethical and professional approaches to practice in a 
partnership context 

 



The White Horse Federation 
Multi-Academy Trust

Central Office
Plymouth Street,  
Swindon, Wiltshire SN1 2LB

T: 01793 818603
www.twhf.org.uk
@WhiteHorseFed

Company Number: 8075785
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