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Introduction

BSME’s ethos of ‘by members, for members’ is epitomised in
our Professional Learning conferences that aim to support and
develop the staff in our schools. By hosting these events in
BSME schools, costs are kept down for BSME members and
BSME schools have the opportunity to showcase their best
practices and schools to other teachers and school staff.

It is, therefore, a pleasure to welcome your school as one of our
Professional Learning hosts. We do hope that the opportunity
far exceeds your expectations. Please don't hesitate to get in
touch with us if you have any further queries.

Purpose of this Handbook

This handbook is a ‘one-stop-shop’ guide to the implementation
and execution of the best Professional Learning events, to the
benefit of BSME Host Schools. We trust that it will reduce the
stress of hosting. While event management often throws
curveballs, we have covered many eventualities plus solutions
in the form of checklists.

Contacts

The BSME Professional Learning Lead is available to guide you
every step of the way and can be reached at
learning@bsme.org.uk

:_QBSME Host School Handbook for Courses


mailto:learning@bsme.org.uk

Additional Benefits for Host Schools

As a Host School, your school is eligible for the following
additional benefits:
e Host Schools are allocated free delegate places for the
Professional Learning course being hosted:
o Where the course has fewer than 20 paid delegates, the
school will be eligible for one (1) free place
o Where the course has more than 20 paid delegates, the
school will be eligible for two (2) free places
o The Host School is also eligible to register any further
delegates on a ‘pay two, get one free’ basis
e Your school’'s name will be featured on the BSME website,
all BSME social media channels, and may be featured in a
review of the event in the BSME newsletter
e BSME events offer your staff networking opportunities to
forge links and connections with both providers and
delegates

Expectations

When hosting a PL event, BSME has a set of expectations that
are deemed necessary for the smooth operation of the event to
ensure that the programme runs professionally and results are
of a high standard.
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BSME's Roles and Responsibilities

 BSME works with trainers to arrange all logistics, manage
all payments and ensure that all trainer needs and
requirements are known in advance

e BSME will connect with your school’s point of contact prior
to the event to give you an overview of trainer requirements
- e.g. technology, whiteboards (& associated items), flip
charts and specific room set up

e BSME will ensure that all requests from trainers are
justifiable and easily achieved by the Host School

e BSME will communicate with the trainer/s regarding their
dietary, travel and accommodation arrangements. BSME will
inform the school prior to the event of all these details for
their information

e On occasion, trainers may want to get in contact with the
Host School directly to confirm logistics

e BSME will coordinate with internal caterers (if any)
regarding the menu and dietary requirements, or organise
external caterers and connect them with the Host School
where needed

Host School’s Roles and Responsibilities

e No payment will be made to Host Schools for support staff
or venue rental

e Host Schools must appoint a member of staff who will act
as the ‘liaison’ for trainers for the duration of the event to
ensure smooth operations

e Host Schools should support with connecting BSME to the
school catering company where necessary
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» This liaison staff member may also be the defined person in
charge of the delegates and trainer/s in the event of an
emergency and must be prepared to share their mobile phone
number with BSME

e Host Schools will need to provide adequate staff members to
assist in registration and directing delegates to the rooms.
Exact numbers to be decided in conversation with BSME but
usually 1-2 people are required for approximately an hour

e Host Schools need to assign a room that can accommodate
25 to 30 delegates comfortably, along with an adjacent or
nearby area for catering set up

Facility Considerations
Pre-Event Registration

o Although attendees will be encouraged to use taxis, public
transport and to ride share, parking for the expected number
of delegates (between 20 - 30) should be available in close
proximity to the school. Parking will need to be well signed
with contingency plans for overflow

o BSME will organise event catering in collaboration with the
school

 All delegates will receive information from BSME closer to the
date of the event

» BSME will share all details with the trainer and the school

Reception and Registration on Event Day

e It is the responsibility of the Host School to dictate the
security procedures required and communicate these with the
BSME Professional Learning Lead prior to the event so they
can be communicated to attendees
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e Once delegates arrive at the school, they must go through the
school’s security procedures to ensure the safeguarding of
everyone in the school

» Clear signage and/or school staff must be in place to direct
delegates to the room the training course will take place

Housekeeping

Before the programme starts, the BSME Team Member (or
School SLT member if the BSME person is not available) will
welcome the delegates and the trainer.

It is the Host School’s responsibility to welcome attendees to
their school and inform all who are involved of general
housekeeping arrangements. Ideally, this welcome should be
made by a member of the SLT. This should include:

e Bathroom locations within a short distance of the
presentation venue or workshop areas (these bathrooms
must be approved by the school and NOT present a
safeguarding risk)

o Refreshment area and facilities

e Emergency procedures, including fire meeting points

e Any other relevant announcements, e.g. prayer rooms

Technology and Support

» Please ensure that WiFi availability has been tested and is
working 24 hours before the event

o The Host School should ensure delegates and trainers have
access to the WiFi throughout the duration of the training
course

e School IT staff must be available to help the trainer set up
their devices and help delegates for the first few minutes of
the training
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Registration Lists

Once registration lists have been finalised, an email will be sent
to the Host School contact from the Professional Learning Lead
with a final registration list for your reference.

Photographs

e A range of photographs should be taken during the PL event
of the delegates and trainers in action. A guide to ‘essential’
shots can be provided on request

 All photographs should be shared with learning@bsme.org.uk

e It is recommended that if an external photographer is hired to
take pictures that they are given a photo guide explaining
what is required from the photographer, please contact
learning@bsme.org.uk for this if needed

Emergency Procedure Brief

To ensure the safety and security of all attendees, please ensure
that the trainer knows:
» What action they should take when an emergency alarm or
alert sounds
» Who will be responsible for the attendees once evacuated or
sheltered, where they should go and who they should report
1o
 In the event of a medical emergency, what steps should the
trainer or delegate take to get assistance and who will be the
main point of contact
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