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1. What support staff roles are available in Leicestershire schools and colleges?

Leicestershire schools and colleges employ a wide range of support staff, in areas such as administration, premises, catering, ICT, technical support and classroom support.  The precise range and nature of the roles vary from school to school, based on the needs of the establishment.

2. How can I find out about vacancies for school/college support staff?
Schools/colleges are responsible for their own recruitment, and therefore a central list of all support staff vacancies is not maintained.  However, many schools/colleges advertise on the County Council jobs site www.leics.gov.uk/jobs, as well as using the local press (e.g. Leicester Mercury, Loughborough Echo, Hinckley Times etc).
3. How many weeks a year do support staff work?
Most classroom support staff posts require you to attend work for 39 weeks of the year, comprising 38 "teaching" weeks (when the children are in attendance) plus inset days.  

The working pattern for other support staff roles is determined by the school, and staff may or may not be required to work for some or all of the school holidays.

4. What qualifications do I need to work in a school?

The required qualifications depend on the nature of the role.  In many cases there are different levels of responsibility within a family of jobs.  For example, a premises officer at a large school/college will generally need to be more experienced and better qualified than a premises officer in a smaller establishment.  Naturally jobs are graded at different levels of pay depending on the qualifications and experience needed.

The Professional Development Information Manual, available to download from this website, gives an indication of the types of qualification available which are specific to different types of school/college support jobs, though it should be noted that in many cases equivalent qualifications or relevant experience will also be acceptable.

5. I am interested in a career in classroom support, but all the adverts want someone with experience.  How can I get the experience if I can't get a job?

This can be a difficulty in any career, and is not limited to work in schools.  Many schools welcome volunteers, even for limited periods of time, or you could try holiday schemes or before/after school clubs as a first step.  

Undertaking a child care or child development course at a local college could also be of benefit, since this would help demonstrate your commitment to your chosen career.

6. I am currently nearing the end of my NVQ3 (or have already completed a level 3 qualification) and would like to access HLTA training. How do I go about this?

The LA has funding to enable support staff in Leicestershire schools to undertake an HLTA programme.  Funding rounds are typically held on a termly basis, with information sent to schools at the start of each funding round, so you may wish to discuss this with your Line Manager or Headteacher.  You can also request an HLTA funding application pack by sending an e-mail request with your name, school and the address to which the pack should be sent, to hlta@leics.gov.uk.  

In order to access the LA funding you need to have already gained a level 3 qualification (e.g. NVQ 3, A-level, NNEB etc) and have also gained GCSE Maths and English at C or above, or equivalent. 

Further details about the HLTA programme can be found on the County Council website (www.leics.gov.uk/schoolsupport), at www.hlta.gov.uk or by phoning the Workforce  Development Team on 0116 305 8045 / 6873.
7. I don't have my English and/or Maths GCSE (or equivalent).  How can I get these?

The Adult Literacy and Adult Numeracy Level 2 qualifications are equivalent qualifications, which you can sit at various locations throughout the county.  Tuition is available if needed, but you may already be in a position to sit and pass the tests.  Short, example tests are available at www.move-on.org.uk to allow you to test your current readiness, and this website also gives details of local test centres.  Please note, however, that these qualifications are not accepted in order to secure a place on a teacher training course.
8. How can I find out what level my qualification is equivalent to?

The website www.ndaq.org.uk provides information about the level of a large range of qualifications within the national qualifications framework, and includes a facility that allows you to search for specific awards.

9. I have achieved HLTA Status but my school does not have any positions.  Where are HLTA jobs advertised?

Schools/colleges are free to determine where they wish their vacancy adverts to be placed.  However, many schools/colleges advertise on the County Council jobs site www.leics.gov.uk/jobs as well as using the local press (e.g. Leicester Mercury, Loughborough Echo, Hinckley Times, etc).
10. Most of the training on offer seems to be for classroom support staff.  As a premises officer / midday supervisor / technician, what training can I access that will lead to a recognised qualification?

The Support Work in Schools (SWiS) VQ awards and certificates are available at level 2 and level 3 and are intended to be suitable for a wide range of school support roles.  These have been developed to meet the needs of all support staff, and candidates can choose from a wide range of units to meet their individual training needs based on the competences they fulfil as part of their work role.  

SWiS aims to: 

· Provide an occupationally relevant qualification for school/college support staff;
· Ensure the development of knowledge and skills in a wide range of school/college support work;
· Initiate a qualification pathway to relevant further qualifications;
· Contribute to the overall professional development of schools which benefit children and young people
It has a flexible structure allowing both candidates and their employers to choose those units of competence that best fit the job roles performed by support staff within their school/college.
11. I have been working as a premises officer / midday supervisor / technician for 10 years, what would I gain from doing a SWiS VQ?

For people who have considerable experience in their role and are already doing a good job, SWiS gives an opportunity for recognition and a qualification.  It also enables you to look objectively at what you are doing and perhaps identify areas where you could enhance your performance.

One premises officer who completed a VQ during the pilot programme told us that completing the programme had made him look at the way he did things and realise that he could do better.
12. I have recently started working as an administration assistant in a school, and would eventually like to work up to become a bursar or business manager.  What training is available to me?

The NVQs for school administrators would be a good starting point with a view to ultimately moving on to the Certificate for School Business Managers (CSBM), which is at level 4 of the National Qualifications Framework  
13. What can I do if my school/college say they can not release me for any training?

You could ask to speak to your Line Manager and flag up the range of subsidised courses currently on offer.  You should also point out that much of the preparation and portfolio work will be done in your own time and of course there would be benefits to the school. 

Ultimately it is the school's decision.  However, you could be prepared to meet them half way and look at strategies in which your core activities in the school could be delivered while you still access training and development.
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