Langford Lower School

Classroom Assistants Policy Statement

General Aim:

It is the aim of the school that all adults with responsibility for caring for children are as informed as possible. This includes Classroom Assistants (CAs).

CAs are employed by the Governors and deployed by the management of the school – usually the Headteacher. All appointments other than those tied to specific children for a special need are offered as permanent posts, although it is necessary to alter hours to suit the constraints of the budget. All alterations in hours and job descriptions are negotiated with the staff concerned and suitable notice given.

Deployment:

Hours allocated to CAs are for work anywhere within the school and not for a particular age group.

Occasionally a specific child may have additional hours allocated to them and these hours will be written into a CAs contract.

The Headteacher and Assistant Headteacher distribute the hours available to the classes using a formula based on class size and number of children on the special needs register. (This allocation is available for perusal in the school office.)

Once the number of hours is allocated to individual classes and CAs, the teachers and CAs are at liberty to agree specific times. Once a timetable is agreed for an individual CA a copy should be given to the Headteacher and another kept in the CA File.

The CA will have work set by class teachers and should leave enough time to become familiar with the task BEFORE starting work with the children. It is important that everyone is clear about the objectives of the lesson at the outset, so that progress towards the objectives can be assessed at the end of the lesson.

A teacher may require the CA to work alongside him/her in the classroom, with a specified group of children, with one or two specific children, or in the quiet area outside the room. The CA needs to be aware of how long to take for the lesson and when to return to the class if appropriate.

Recording activities:

Class teachers have already formed detailed plans for the lessons available in the classroom, Each CA should keep a record of each lesson they are involved in noting individual children who exceed or fail to meet the required standard. At an opportune moment the teacher should be informed and a tick recorded on the CA Record Sheet.

Behaviour and Discipline:

Grange has a clear Behaviour Policy and way of dealing with problems. It is important that all adults are aware of the policy and how it is used. A copy of the policy is available in each classroom and the school office.

As a rule children should treat all adults with respect and politeness. If a child is working with a CA and is misbehaving they should be warned, if the behaviour persists, they should be returned to the class and to the teacher and the reason given.

Information:

Once a month, sometimes more frequently, the Assistant Headteacher meets with the CAs to discuss current issues and changes to policies as well as hear suggestions for improvements to the provision given to children.

All policies are stored both in the staff room and the office. CAs are encouraged to familiarise themselves with those that affect their working environment e.g. Health and Safety.

The white board in the staff room has information concerning the current week and any important notices on it.

The staff room also has all timetables for shared resources and playground duties.

Classroom Assistant Files:

Each CA is given a file to keep their timetable, record sheets and this policy statement in. In addition any information or policies that a CA finds useful may be stored in the file. Likewise help sheets and notes will be given to CAs to assist them in carrying out their job satisfactorily. 

