Burnham Copse Primary School






Learning Support Assistants policy 

Aims:
To integrate Learning Support Assistants fully into the teaching team of the school.



To ensure clear communication of role and responsibilities.

To set defined parameters and expectations for the classteacher/classroom assistant relationship.

All Learning Support Assistants in the school are valued members of the team who are highly motivated and totally committed to the children’s welfare and education. 

Each of our classes has an Assistant to support the teacher. The role of the Learning Support Assistant (LSA) is complex, varied and subject to change and development according to individual strengths and expertise.

As a school, we are committed to providing as much adult support for the children as is economically possible. The employment of LSA’s varies according to the number of children in the class and their age. We also have other adults working in classrooms as Special Needs Assistants (SNA’s). Although some of our LSA’s may have a dual role as LSA and SNA, this policy is specific to the LSA role.

LSA’s are attached to an individual class for all or part of each day, where they work in Partnership with the classteacher in supporting children’s learning. Each teacher has a communication book in which they record routine, weekly and daily tasks for the LSA. During the course of the day, an LSA may assume responsibility for managing the learning task of a group of children under the direction of the classteacher. At other times s/he may work with individual children or be involved in display work, filing or general preparation. Each LSA has a job description which clearly defines the role and its responsibilities.

Classteacher and LSA personalities and strengths are matched as closely as possible to ensure effective working practices. Although the class Teacher is the direct line manager and the LSA is required to comply with all requests, offering full support to the classteacher, there is always an open line of communication to the Headteacher, who is overall Manager of all Staff.

Competent grade 3 LSA’s can be left in a charge of a class group at the discretion of the Headteacher, undertaking supervision in the short term of work prescribed and planned by the classteacher. All LSAs are encouraged to undertake professional development, including accreditation as a Higher Level Teaching Assistant (HLTA).

All of our LSA’s attend In-service training days where possible, learning alongside teachers and developing their skills and expertise in working with children. They are actively involved in planning the curriculum alongside the teaching teams. LSA’s are encouraged to attend the Friday lunchtime Staff meetings when possible,  taking a proactive role in the team, bringing a different perspective to the decision making process for day to day activities and events. Personal professional development is encouraged and supported at all times.

Every week LSA’s meet for thirty minutes with a set agenda for discussion with the Headteacher. Sometimes the meetings take the form of extra training, or discussion of approaches to be used for children with specialist needs, either by in-house staff or by invited providers. LSA’s are encouraged and supported in making arrangements to visit other schools as required for liaison and further development of skills and competencies. 

Each LSA has a special responsibility area in the school, where s/he is expected to take a lead in maintaining tidiness, ensuring adequate resourcing and/or accessibility and ensuring that the facilities in that area are available to all other members of staff. All LSAs are expected to maintain the classroom staff brochure and ensure all information is correct. LSAs are also expected to supervise various agreed activities on a rotational basis, including a crèche and classteacher Assemblies.

LSAs may request leave during normal school hours, using the agreed leave application form, clearly marked with the type of leave being requested.

This policy is backed with guidelines for good practice in classrooms and should be read in conjunction with all school policies, but particularly those for Equal Opportunities and Racial Equality.

Learning Support Assistants/ Special Needs Assistants

Guidelines for good Practice

The following points are intended (in no particular order) to give indications of qualities and attitudes of most value to Classteachers.

· Each classroom has a Staff Brochure. Please read it to ensure that you are fully informed of all agreed practices and procedures regarding Curriculum policies as well as First aid, Fire etc.

· Your Classteacher is your immediate Line Manager - develop good lines of communication for and with them. The Headteacher remains freely available to all staff and should be consulted as and when any issues arise in order to ensure the smooth running and effectiveness of relationships in the school.

·  Sick children should be referred to the classteacher before being taken to the Office. The Headteacher must give final authority before Parents are contacted. 

·  Always remember that the Classteacher is in charge - never seek to tell him/her how to do the job or give loud reminders of any omission when the children and/or Parents are present.

· Develop a role as a critical friend in the privacy of the classroom - your classteacher will welcome ideas if offered in the spirit of partnership.

· Operate as a right hand at all times, maintaining an overview of requirements in respect of pencils, paper etc.

·  Make sure the items in your communication book are dealt with as a priority.

·  Keep a “checklist” of jobs to be done when you have a few minutes and try to have  something quiet and static to do when the class is all together with the teacher - sit behind the children so that they are not distracted and listen for the task at the same time!

· Always listen to what the children have been asked to do, particularly when it comes to tidying - remind the children, don’t do the job for them.

· If you do not understand the task, or the requirements being made of you, ask at the earliest opportunity.

·  However sorry you feel for a child in disgrace, only offer a reminder of what they have been asked to do, never comfort or offer support. If you feel the child has been wrongfully treated, discuss the situation in private later, or refer the matter to the Headteacher.

· Communicate closely with your teacher about displays - discuss ideas, or give items a temporary position until you can talk.

· Exercise frugality when using resources, use covered pots for glue, paint etc. or only mix enough for the job you are doing.

·  Make sure general areas, worktops, cupboards, books, puzzles etc. in the classroom are clean and tidy.

·  Be extremely careful when speaking to Parents, even casual remarks are open to misinterpretation - whenever possible, refer the Parent directly to the classteacher.

·  There is a duty rota for you for playtimes. Please be on the playground two minutes before the children and check that all the gates are shut. Use the time outside to engage in active play with the children whilst you maintain a watchful eye generally.

· Each member of the non-teaching staff is also on a duty rota to make the staff tea and coffee at breaktimes and clear the staffroom/load the dishwasher after break (on different days).

· Every Friday at 12.15 there is a whole staff meeting to discuss routine organisational matters which classroom Assistants are welcome to join. 

·  All classroom support staff have a job description which supports that of the classteacher.

· The Headteacher is always available to discuss personal or school issues with all members of staff.

· Discretion and common sense are called for at all times and in all places!
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