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Department of Education and Early Childhood Development – Victoria
For all secondary schools and principals
S362-2007 Secondary Teacher Assistants Initiative
Main Points
· The Secondary Teacher Assistants Initiative is a new workforce reform strategy that will deploy 300 Secondary Teacher Assistants across all secondary schools by 2010.
· Schools allocated a Secondary Teacher Assistant (STA) in the first cohort have been advised through the Student Resource Package (SRP).
· The first cohort of 90 STAs will be employed in 92 secondary schools across 109 campuses for a period of three years commencing February 2008. The remaining 210 STAs will be employed for the 2010 school year.
· The initiative aims to support secondary teachers in the classroom to reduce the administrative component of their workload, enabling them to focus on their core work of teaching and learning.

· The first cohort of STAs has been allocated to secondary schools with the greatest need on the basis of Student Family Occupation data.
· The attached Secondary Teacher Assistants Initiative Principal Guidelines 2008 have been developed to assist schools with the implementation of the initiative. The guidelines include information on roles and responsibilities, accountability and performance measures, and examples and templates to support schools in the development and implementation of this initiative.
· An integral part of the school workforce is the non-teaching staff, in particular School Services Officers (SSOs), who are vital members of school communities and contribute significantly to the overall operations of Victorian schools.
	Actions Required

· Principals are encouraged to use the attached guidelines as a resource in working with their School Services Officers (SSOs).


Critical Dates

· N/A
Additional Information

· Funding of $3.089m over three years (2008 – 2010) for STAs will be distributed through the SRP, and ensures a minimum of 0.2 EFT for secondary campuses with smaller enrolments and a maximum of 1.5 EFT for campuses with larger enrolments.

· STAs will be employed on a fixed-term basis within the School Services Officer (SSO) employment structure.

· This initiative will be supported through professional learning, which will be provided for both the STAs and the designated teachers who work with them.
· An ongoing evaluation will be conducted to measure the initiative’s impact and to provide opportunities for continuous improvement.
· For further information, please contact the Teacher and SSO Development Unit:
· Fiona May on 9637 2186 or at may.fiona.s@edumail.vic.gov.au
· Andrea Constantino on 9637 2655 or at constantino.andrea.a@edumail.vic.gov.au

[image: image1.emf]Teacher Assistants  Principal Guidelines.pdf


Darrell Fraser
Deputy Secretary
Office for Government School Education
_1253437303.pdf
Secondary Teacher Assistants Initiative

Principal Guidelines
2008

Teacher and SSO Development Unit
Teacher and School Capacity Building Division
Office for Government School Education
Department of Education and Early Childhood Development, Victoria

Knowledge&Skills

Building a Future  The Place To Be






Secondary Teacher Assistants Initiative Principal Guidelines

Tahle of Contents

Introduction 3
1. Roles and Responsibilities 4
1.1 Principals 4
1.2 Designated teachers working with Secondary Teacher Assistants 4
1.3 Secondary Teacher Assistants 5
2. Accountability and Performance Measures 7
3. Secondary Teacher Assistants Planning, Implementation & Evaluation Toolbox 8
Tool 1: Strategies to support the implementation of the Secondary Teacher Assistants Initiative 9
Tool 2: Secondary Teacher Assistants Planning and Implementation Tool for Principals 11
Tool 3: Secondary Teacher Assistants Weekly Planning Tool 14
Tool 4: Teacher Weekly Diary Template 15
4. Resources 16
4.1 Department of Education and Early Childhood Development Resources 16
4.2 Other Online Resources 18
5. References 19
6. Attachments 20
Attachment 1: Secondary Teacher Assistants - Roles and Responsibilities 20
Attachment 2: School Services Officers Performance Standards 24
Attachment 3: Example Performance and Development Plan 25





Secondary Teacher Assistants Initiative Principal Guidelines

Introduction

At the heart of workforce reform is the belief that ‘the quality of the workforce (principals, teachers
and non-teaching staff) is a key driver of educational results within schools’ (Council for the
Australian Federation, 2007: 32). An integral part of the workforce is our non-teaching staff, in
particular our School Services Officers (SSOs). SSOs are vital members of school communities
and contribute significantly to the overall operations of Victorian schools. SSO positions are
diverse and cover the delivery of support services, which include school administration and
operations, school support services, and teacher and student support. Recent research undertaken
in the United Kingdom confirms that school support staff play a critical role in supporting school
improvement - making schools more efficient, enriching experiences for students, and
strengthening the teaching and learning process. The Secondary Teacher Assistants (STAs)
Initiative is a new workforce reform strategy, maximising the non-teaching staff resource and
driving school improvement.

The STAs Initiative forms part of the Government’s ‘Better Schools, Better Performance’ policy, in
which a number of initiatives aimed at improving educational outcomes and supporting teaching
excellence in Victorian schools are outlined. The purpose of the STAs Initiative is to support
secondary teachers in the classroom by reducing the administrative component of their workload.

The STAs Initiative Principal Guidelines (2008) have been developed to support the
implementation of this initiative and ensure a comprehensive, flexible and integrated service within
schools and across the State.

Schools currently employ a range of non-teaching staff with designated roles to support school
programs and operations. Principals and teaching staff rely on support staff to assist them in
achieving quality outcomes for their students. STAs will be employed on a fixed-term basis within
the SSO employment structure. The role of STAs employed through this initiative may differ from
the roles of other SSOs. The primary purpose of STAs is to reduce the administrative burden on
secondary school teachers to enable them to focus on the teaching and learning process.

Funding through the 2008 Student Resource Package (SRP) is $3.089m based on the
employment of STAs at the top of the SSO1 48/52 salary rate and inside SRP on-costs. This is
equivalent to 90 EFT in 2008 rising to 300 EFT in 2010. Funding will be allocated at a campus level
based on the Non-Traditional Setting Review implemented in 2006 and distributed according to
secondary campus size. This ensures a minimum of 0.2 EFT for secondary campuses with smaller
enrolments, and a maximum of 1.5 EFT for campuses with larger enrolments.

The first STAs will be employed in 109 campuses across 92 secondary schools for a period of
three years commencing February 2008. The remaining STAs will be employed in 208 schools for
the 2010 school year. The Expenditure Review Committee (ERC) requires the allocation of the first
STAs to be employed in secondary schools with the greatest need. These have been identified
using the SRP 2007 census information.

This initiative will be supported through professional learning, which will be provided for both STAs
and the designated teachers who work with them. An ongoing evaluation will also be conducted to
measure this initiative’s impact and provide opportunities for continuous improvement.
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1. Roles and responsibilities

Principals, teachers and STAs will have a range of roles and responsibilities that will support the
successful implementation of this initiative. These include:

1.1 Principals

Principals will be responsible for overseeing the implementation of the STAs Initiative within their
school and will:

e ensure that STAs are employed at SSO 1 - range 2 commencing employment at the beginning
of the 2008 school year

e clearly outline the purpose and parameters of the role of STAs

e communicate to the broader school community the primary purpose of STAs, which is to
support teachers in the classroom and to reduce the administrative component of the
secondary teacher workload

e prior to the commencement of STAs, identify a designated teacher to co-ordinate their role.
The designated teacher will be one of the classroom teachers working with the STA

e determine how STAs will be deployed within the school to most effectively support student
learning

e take responsibility for school based induction and professional learning, ongoing support and
work planning for STAs e.g. provide support to designated teachers to enable them to meet
with STAs on a regular basis

e ensure STAs and their designated teachers are released to attend professional learning
activities provided through this initiative

e ensure that there is an appropriate structure to deliver a coordinated approach to make the
most effective use of the capabilities of STAs

e participate in the ongoing evaluation of this initiative, and support the participation of
designated teachers and STAs.

1.2 Designated teachers working with Secondary Teacher Assistants

One teacher must be given the responsibility for overseeing and monitoring the workload of each
STA in their school, including responsibility for managing the Performance and Development
planning process of the STA. The designated teacher will be one of the classroom teachers
working with the STA. These teachers will also:

e ensure that the skills of the STA are utilised to benefit student learning within the classroom,
and that this is communicated to all teachers working with the STA

e co-ordinate the day-to-day activities of the STA in consultation with other teachers who are
working with the STA
allow time for planning and preparation with the STA on a regular basis

e participate in professional learning activities provided through this initiative to ensure the
capabilities of the STA are fully developed and utilised

e disseminate information from professional learning activities to all teachers in the school who
are working with the STA

e collect information from teachers working with the STA to inform the development and review
of the Performance and Development plan for the STA
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ensure that the STA is always supervised by a qualified teacher when supporting students
during classroom activities
participate in the ongoing evaluation of this initiative.

1.3 Secondary Teacher Assistants

STAs will be employed within the SSO structure. The primary purpose of STAs is to support
teachers in the classroom and to reduce the administrative component of the secondary teacher
workload. STAs will also:

carry out allocated activities and tasks determined through consultation with the principal and
designated teacher

participate in planning and preparation with the designated teacher on a regular basis
participate in professional learning activities provided through this initiative

participate in the ongoing evaluation of this initiative.

There are a range of roles and responsibilities, knowledge and skills, based on the SSO 1 — range
2 ‘Dimensions of Work’, that are provided in Attachment 1, which will be relevant to STAs
employed through this initiative. The following are examples of duties that may be undertaken by
STAs.

The delivery of school services under teacher supervision and guidance:

o providing learning support to students in the classroom

o organising and managing learning activities, the physical teaching space and the
resources for which they are given responsibility

o assisting with the preparation of teaching aids, and collating written or printed materials

o assisting with and participating in activities which improve the physical, social,
emotional and intellectual development of students

o providing attendant care and learning support to students where assistance is required
with school activities and learning programs

o supporting teachers and other professionals in the delivery of educational programs.

Communication:
o making appointments for teachers to see parents
o communicating effectively and sensitively with students to support their learning
o liaising with and providing information to parents, staff and students
o liaising with external organisations and individuals for the purpose of acquiring materials
and equipment.

Records management:
o maintaining relevant student records
o monitoring student attendance.

Maintenance of school resources:
o ensuring equipment within the work area is properly maintained
o ensuring identified risks regarding equipment, resources and facilities are reported to
appropriate personnel within the school
o assisting with the development of procedures relating to the use and maintenance of
equipment and materials
o preparing equipment for teacher and student use.
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e Other typical duties:
o displaying/mounting students’ work
photocopying teaching materials
taking minutes of meetings
booking rooms
assisting with the organisation of school trips and camps
sourcing teaching and learning materials.

O O O O O
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2. Accountahility and performance measures

Schools are responsible for ensuring that there is a focus on continually improving outcomes for
students — student learning, student engagement and wellbeing, and student pathways and
transitions. To support schools to achieve these outcomes, the ‘School Accountability and
Improvement Framework for Victorian Government Schools’ was introduced in March 2005.
Further information regarding the framework can be found at the following link:
http://www.sofweb.vic.edu.au/standards/account/frame.htm

The School Accountability and Improvement Framework introduced a new approach to school
planning, comprising:

e a four-year school strategic plan that outlines what the school is striving to achieve in the
longer term — the school’s purpose, values and desired student outcomes, expressed through
goals and targets, and summarises the three to five key improvement strategies required to
achieve them

e annual implementation plans that describe how the key improvement strategies in the school
strategic plan (or school charter) will be put into operation in each of the four years.

The annual report to the school community and the four-yearly cycle of school self-evaluation and
school review are the mechanisms for evaluation and reporting on the progress made towards the
school strategic and annual implementation plans.

Departmental programs or initiatives in which a school is participating are incorporated into the
school strategic plan as key improvement strategies, or reflect part of a key improvement strategy.
Detailed implementation strategies for these programs can then be reflected in the annual
implementation plans. The benefit of integrating programs and initiatives into a single strategic plan
is that the school can clearly state what outcomes these initiatives are trying to achieve, building
coherence into the school’s improvement efforts and removing the need for separate planning and
accountability arrangements for these programs.

The STAs Initiative should be incorporated in the school strategic plan to support an existing key
improvement strategy. The school’s implementation strategy for this initiative should then be
reflected in the annual implementation plan, removing the need for separate accountability
arrangements and minimising the administrative burden on schools. Any impacts of this initiative
should be reported on as part of the school’'s achievement milestones provided in the annual
report. There are a number of ways in which principals, STAs and the teachers working with them
can keep qualitative records to assist with planning, monitoring and reviewing this initiative, such
as:

e STAs Planning and Implementation Tool for Principals (see Tool 2)

e STAs Weekly Planning Tool (see Tool 3)

e Teacher Weekly Diary (see Tool 4).

Further information to assist schools in developing their strategic plans and annual implementation

plans can be found at the following links:

e School strategic plan templates
http://www.sofweb.vic.edu.au/standards/account/ssp.htm

e Annual implementation plan guidelines
http://www.sofweb.vic.edu.au/standards/account/ssp.htm

e Annual implementation plan templates
http://www.sofweb.vic.edu.au/standards/account/ssp.htm
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3. Secondary Teacher Assistants Planning, Implementation and
Evaluation Tool Box

The following planning and evaluation tools will support schools in the development,
implementation and review of this initiative:

Tool 1: Strategies to support the implementation of the STAs Initiative provides principals
with ideas from the research to assist in the successful implementation of this initiative.

Tool 2: STAs Planning and Implementation Tool for Principals provides principals with a
framework for determining a whole school approach to the deployment of STAs, including two
examples. Suggested steps for developing the tool are also provided.

Tool 3: STAs Weekly Planning Tool provides schools with an example of a weekly log that can
be used by STAs to record activities to be undertaken over the course of the week.

Tool 4: Teacher Weekly Diary Template provides an example of a weekly log that can be used
by teachers to document activities undertaken by STAs and outcomes.
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Tool 1 - Strategies to support the implementation of the Secondary
Teacher Assistants Initiative

Clearly defined job description

Recent research investigating the impacts of teacher assistants in the United Kingdom (UK) has
highlighted the importance of clearly defining the roles and responsibilities of teacher assistants
working in the classroom (Blatchford, Russell, Bassett, Brown & Martin, 2004; Wilson, Schlapp &
Davidson, 2002; Wilson, Schlapp, Davidson & Mongiello, 2001). It is critical that teacher assistants,
the teachers they support, and the broader school community have an adequate understanding of
the purpose and parameters of the role of STAs and ensure that this is maintained over time. It is
suggested that schools fully utilise the skills and capabilities of STAs to contribute towards key
improvement strategies identified in the school strategic plan. Suggestions on how to allocate
STAs include:

e subject areas — support for particular subjects

a discrete year level

the needs of teachers

project initiatives and other key activities identified in the school plan

matching STAs to identified needs in particular classes.

A tool to assist principals to prioritise key areas of input, and plan for the deployment of STAs is
provided in Tool 2.

Appointment of a designated teacher

Research has clearly demonstrated that teacher assistants have a greater impact on learning
outcomes for students when they work closely with a dedicated member of the teaching staff, who
oversees the teacher assistant’s workload (Wilson, Sharp, Shuayb, Kendall, Wade & Easton, 2007;
Wilson et al., 2001). It is recommended that principals identify a member of their teaching staff to
work with the STA to assist them to plan their work, and oversee the performance and
development planning process. Designated teachers who support STAs will need to be released to
attend relevant professional learning activities.

Raise awareness of the role of Secondary Teacher Assistants

Researchers in the UK have also highlighted the importance of raising awareness of the teacher

assistants’ role within the broader school community (Wilson et al., 2007). Increasing awareness

and understanding of the role of STAs may assist with the integration of these new staff into the

school structure, improve working relationships, increase the effectiveness and impact of this

initiative on achieving positive outcomes for students, and assist in creating positive working

experiences for staff employed as STAs. Some strategies to assist in raising awareness of the role

of STAs include:

e discuss with school staff the purpose of this initiative and the role that STAs will play within the
broader school community, prior to their commencement

e ensure that the designated teachers who work with STAs access professional learning
opportunities to enable them to fully utilise the skills and capabilities of STAs

e provide clear and concise guidelines to teachers regarding the parameters of the role of STAs

e provide parents with information and updates regarding this initiative via school newsletters

e ensure STAs are included in staff meetings and forums as appropriate.
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Regular opportunities for planning and preparation

It has also been demonstrated that teacher assistants require adequate time for planning and
preparation with teachers (Wilson et al., 2007; Blatchford et al., 2004; Wilson et al., 2002; Wilson et
al., 2001). In terms of the STAs Initiative, it is suggested that each STA spend an allocated period
of time with their designated teacher each week for the purpose of planning and preparation. It is
recommended that this time is used to discuss the week’s activities and review progress. Tasks to
be completed over the course of the week may be outlined via a written plan or included in the
STAs Weekly Planning tool (see Tool 4).

Ongoing performance planning, professional learning and support

In addition to a school-based induction program, it has been demonstrated that teacher assistants
benefit from the opportunity to engage in ongoing professional learning activities, including active
support from their designated teacher and regular performance and development reviews (Wilson
et al., 2007; Blatchford et al., 2004; Wilson et al., 2002; Wilson et al., 2001). It is recommended
that principals support the development of performance and development plans for STAs
employed in their schools and ensure that these are regularly reviewed by a member of staff who
has a good understanding of the day-to-day duties of the STA.

Studies have also highlighted the benefits of developing regional support networks for teacher
assistants to share ideas and provide support to their colleagues (Wilson et al., 2007; Blatchford et
al., 2004). It is recommended that opportunities to access local or regional forums be provided to
STAs wherever practicable.

Information sharing for principals
Studies have also highlighted the value of principals sharing information regarding teacher
assistants through local or regional networks (Wilson et al., 2007; Blatchford et al., 2004).

Principals may consider it a useful strategy to create opportunities to discuss issues and share
ideas regarding this initiative.

10
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Steps to Develon Tool 2 - Secondary Teacher Assistants Planning and
Implementation Tool for Principals

Principals may find the following steps useful in developing Tool 2 to determine priority areas for
the deployment of STAs. Two annotated examples of the Secondary Teacher Assistants Planning
and Implementation Tool for Principals follow.

1.

11

Student Learning Needs Analysis
Conduct analysis of student learning needs by:
e Examining School Strategic Plan and any other relevant documents for identified student
learning priorities and areas for development
e SWOT analysis (strengths, weaknesses, opportunities and threats) of possible deployment
options as part of a staff meeting; one-to-one discussions; regional SSO discussions;
and/or consulting School Council
e Prioritising key curriculum areas, focus year level/s and STA activities for the year.
For example:
e Science — to support beginning science teachers
e Numeracy — to provide intensive learning support to year 10 students in preparation
for VCE
e Literacy — to work with teachers of year 7 classes most in need of literacy support.

Implementation Strategies

e |dentify the activities to be undertaken by the STA during the year that most relieve
teachers of administrative burdens

e Ensure that implementation strategies are achievable, realistic and measurable.

Publicise and Implement

e Provide information to all school staff regarding the deployment and implementation of the
STAs Initiative within the school

e Provide information to parents regarding the local implementation of this initiative and
anticipated outcomes for students.

Successful Targets (completed towards end of year)
e Atthe end of the year, determine what has been achieved.

Forward Planning (completed towards end of year)
¢ |dentify what has not been achieved and why
e Identify possible focus areas for the following year.

Review Secondary Teacher Assistants Planning and Implementation Plan
Ask the following questions:

e How can we improve the provision of STA support?

Are the areas of need the same/changed?

Are the implementation strategies achievable, realistic and measurable?
Are there adequate resources? Additional resources needed?
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Tool 2 - Secondary Teacher Assistants Planning and Implementation Tool for Principals: Example 1

School: e.g. Victoria West High School

| Secondary Teacher Assistant: John Citizen

Year Campus EFT Designated | Priority Curriculum Area/s | Focus Key Activities
Campus Teacher Year
Allocation Level/s
e.d. e.d. e.d. e.g. e.d. e.g. e.g.
2008 Northern | 0.6 Sarah Jones | Science Year 9 Provide learning support for students during
Campus (Mondays classroom activities under the guidance of the teacher
Wednesdays, P | ials (i d .
Fridays) repare lesson materials (i.e. word processing,
photocopying) and display student work
Assistance with planning Year 9 science camp
Access Additional PD:
e Participate in in-house science professional
learning team
e Access professional learning to use the SMART
Board in the classroom
e.d. e.g. e.g.
Literacy Years Provide learning support for students during
7&8 classroom activities, with a particular focus on reading
for comprehension
Joint lesson preparation and planning with teachers
Measures:

e Weekly planning tool completed by designated teachers and STAs outlining the weekly activities of STAs

e Weekly log completed by designated teachers that records activities and outcomes of STAs, in addition to reflections on how to continually
improve the effective utilisation of the skills and capabilities of STAs.

Successful targets:

e Time spent by STAs on key activities as per Planning and Implementation Tool for Principals

¢ Increase in teacher time spent on student-focused activities.

12
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Tool 2 - Secondary Teacher Assistants Planning and Implementation Tool for Principals: Example 2

School: e.g. Victoria East Secondary College Secondary Teacher Assistant: John Nguyen
Year | Campus | EFT Campus | Designated Priority Focus Year Key Activities
Allocation Teacher Curriculum Area/s Level/s
e.g. e.g. e.g. e.g. e.g. e.g. eg.
2008 | Southern | 1 EFT Mary Pappas Literacy Year 7 Provide learning support to students during classroom
Campus activities

Prepare classroom resources and teaching
environment under teacher supervision

Source teaching and learning materials specific to
curriculum goals

School: e.g. Victoria East Secondary College Secondary Teacher Assistant: Sue Brown
Year | Campus | EFT Campus | Designated Priority Focus Year Key Activities
Allocation Teacher Curriculum Area/s Level/s
e.g. e.g. e.g. e.d. e.g. e.g. eg.
2008 | Southern | 0.3 (Mondays | lan Wong Numeracy Year 10 Provide learning support to students during classroom

Campus and alternate activities under the guidance of the teacher

Tuesdays) Joint lesson preparation and planning with teacher

Measures:

e Weekly planning tool completed by designated teachers and STAs outlining the weekly activities of STAs

e Weekly log completed by designated teachers that records activities and outcomes of STAs, in addition to reflections on how to
continually improve the effective utilisation of the skills and capabilities of STAs.

Successful targets:

¢ Time spent by STAs on key activities as per Planning and Implementation Tool for Principals

¢ Increase in teacher time spent on student-focused activities.

13
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Tool 3 - Secondary Teacher Assistants Weekly Planning Tool

Name: ......coeviiviiiinnnns Week Beginning: ........ccccvevenvnnnnen.
Monday Tuesday Wednesday Thursday Friday Reflections
(to be completed by
the STA at the end of
the week)
AM
PM

Use this tool to record priority curriculum areas (i.e. literacy and numeracy) and key activities (i.e. planning and preparation time with teacher; administrative activities such
as photocopying and material preparation; learning support to students during classroom activities under the supervision of the teacher; participation in staff meetings,
supervision or professional learning activities) to be undertaken over the course of the week. At the end of each week, STAs should record any thoughts on key activities
undertaken, including reflections on how they feel their skills could be utilised to support student learning over the coming week. These reflections should be discussed

with the designated teacher to assist in planning future activities.
Please retain completed planning tools for future review as part of this initiative’s evaluation.

14
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Tool 4 - Teacher Weekly Diary Template Week Beginning: ........c.ccceeeeennn.

Teacher Name.: ..................... Secondary Teacher Assistant Name: ..................... Curriculum Area: ........ccceevurnennne

Weekly Secondary Teacher Assistant activities:

e.g. Provided learning support during classroom activities under supervision
Photocopied course work
Completed filing

Weekly Secondary Teacher Assistant outcomes:
e.g. Enabled teacher to spend additional 1:1 time with students
Increased on task behaviour during group activities

Reflections:

Please complete diary at the end of each week and retain a copy for review as part of this initiative’s evaluation.

15






4. Resources

4.1

Department of Education and Early Childhood Development Resources

The Department’s website contains further information for STAs, teachers and principals that will
assist in the implementation of this initiative. Many publications and policies relevant to staff
employed under the SSO structure can be located at the Department of Education and Early
Childhood Development’s website under the School Services Officers section:
http://www.sofweb.vic.edu.au/pd/sso/supres3.htm

The following online resources provide some useful information:

4.1.1

4.1.2
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Human Resources

School Services Officers Handbook
http://www.eduweb.vic.gov.au/hrweb/Pdfs/SSOhbk.pdf

School Services Officers Agreement 2004
http://www.eduweb.vic.gov.au/hrweb/employcond/res/certagreeSSO.htm

SSO Performance Standards (see Attachment 2)
http://www.eduweb.vic.gov.au/hrweb/workm/plan/perfstandSSO.htm

Performance and Development Guidelines for SSOs
http://www.eduweb.vic.gov.au/edulibrary/public/hr/perform/P_D SSO guide 2005.pdf

Performance and Development proformas for SSOs (see Attachment 3 for an example
STA Performance and Development plan)
http://www.eduweb.vic.gov.au/edulibrary/public/hr/perform/PerfDev-proformaSSO.doc

SSO employment models
http://www.eduweb.vic.gov.au/hrweb/employcond/res/empmodSSO.htm

SSO career structure
http://www.eduweb.vic.gov.au/hrweb/careers/sso/ssostruct.htm

Code of conduct
http://www.ssa.vic.gov.au

Department of Education and Early Childhood Development people principles
http://www.education.vic.gov.au/hrweb/workm/other/pprinciples.htm

Policy and Legislation
http://www.eduweb.vic.gov.au/hrweb/employcond/res/legislat.htm

Victorian Government Schools Reference Guide
http://www.eduweb.vic.gov.au/referencequide/

Occupational Health and Safety Guidelines
http://www.eduweb.vic.gov.au/hrweb/ohs/accp/guide.htm
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e Privacy and schools
https://www.eduwebvic..gov.au/edulibrary/Schools/Privacy/privacy and schools

e Public Administration Act 2004
http://www.ssa.vic.gov.au/CA2571410025903D/WebObj/PAAAct2004/$File/PAAACt2004.

pdf

4.1.3 Safety, Health and Wellbeing

e The Safety Schools resource
http://www.education.vic.gov.au/hrweb/ohs/school/default.htm

e Morale and stress
http://www.eduweb.vic.gov.au/hrweb/ohs/health/morale.htm

e Health and wellbeing at work
http://www.eduweb.vic.gov.au/hrweb/ohs/health/wellbei.htm

¢ Flexible work/family/life balance
http://www.education.vic.gov.au/hrweb/divequity/balance.htm

e First Aid
http://www.eduweb.vic.gov.au/hrweb/ohs/health/firstaid.htm

e (Office and computers
http://www.education.vic.gov.au/hrweb/ohs/worken/offcomp.htm

4.1.4 Student Learning Resources
http://www.education.vic.gov.au/studentlearning/default.htm

4.1.5 Student Diversity and Wellbeing

e Equity guidelines
http://www.sofweb.vic.edu.au/blueprint/fs1/equity/default.htm

e English as a second language
http://www.education.vic.gov.au/studentlearning/programs/esl/

e Koorie education
http://www.sofweb.vic.edu.au/koorie/index.htm

e Students with disabilities
http://www.sofweb.vic.edu.au/wellbeing/disabil/index.htm

e Student wellbeing
http://www.sofweb.vic.edu.au/wellbeing/index.htm

17
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4.2 Other Online Resources

There are a number of additional online resources which provide further information for STAs,
teachers and principals to support the implementation of this initiative. Some of these include:

4.2.1 Teachers TV

Teachers TV is a UK site that provides a number of short video clips on a range of subjects that
may be viewed online. The following clips relate specifically to teacher assistants working in
secondary schools:

e Working with Teacher Assistants (TAs) in Secondary Schools — Using TAs Effectively
http://www.teachers.tv/video/3101

e Working with TAs in Secondary Schools — TA for a Day
http://www.teachers.tv/video/3100

e Secondary TAs — Planning Work
http://www.teachers.tv/video/1523

4.2.2 Teacher Net

Teacher Net is another UK site that provides a range of teacher assistant resources that may
also be of assistance to STAs, teachers and principals. The following link to online publications
for schools provides further information regarding the role of teacher assistants:
http://publications.teachernet.gov.uk/default.aspx?PageFunction=searchresults&ft=teaching+ass
istants&pn=1&rpp=1&ShowHide=4&Area=1

18
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Attachment 1
Secondary Teacher Assistants - Roles and responsibilities

Supervision and guidance must always be close at hand.

The following dot points are ‘Dimensions of Work’for School Services Officers (SSOs) which are
located at:

http://www.eduweb.vic.gov.au/edulibrary/public/hr/empconditions/SSO Dimensions of Work.pdf

They have been developed to reflect typical tasks and duties that would be undertaken at the
SSO 1 - range 2. They have not been designed to be used in their current form as standard duty
statements or position descriptions. Within the context of the ‘Dimensions of Work’ schools need
to develop their own position descriptions to reflect their specific work requirements.

The ‘Dimensions of Work’ do not prescribe reporting relationships or other organisational
matters within the school. These matters are operational issues for schools which are developed
according to the needs of the school and the working arrangements established by the principal
with staff.

A substantial amount of the knowledge and skills required of STAs will be gained through
ongoing professional learning programs. The skill requirements a person would normally bring to
this position would be:

basic numeracy and literacy

sound written and verbal communication skills

basic Information Technology skills

an aptitude for working with school aged students

team based skills.

This person should also have the capacity to be flexible, adaptable and willing to learn in a work
environment where the day-to-day priorities and tasks may vary considerably.

A school environment necessitates communication with students, teachers and parents about
routine policy and procedural matters. Interaction with students will be under the supervision of
teaching staff where verbal instructions will need to be understood and implemented.

Dimensions of Work - School Services Officers Level 1, Salary Range 2

Work Features and Skill Requirements

Training & Experience:

e requires knowledge of the operations of the work area and the procedures and guidelines
that operate

e knowledge in a specific functional area such as computer applications, musical instruction,
language instruction, library systems, science, laboratories etc. This knowledge may be
gained through experience but in some areas qualifications may be a requirement for
appointment

e supervisory roles will require experience in organising and prioritising work
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e contact with a broad cross-section of the school community requires an understanding of a
school’s objectives and philosophy.

Diversity of Knowledge:

e predominantly performs a number of activities within a functional work area

e tasks are clearly defined and are subject to broad direction

e specialised areas will be clearly defined and operate within established guidelines and policy
set down by the school.

Technical Support:

e ability to design and prepare documentation using several software programs. This would
include manipulation of data and preparation of basic reports

e compile, maintain and update information systems and written records such as registers,
statistics and update reference material

e ability to operate and instruct staff and students in the use of audio and audiovisual
equipment

e knowledge of basic technical and scientific principles which enable the performance of a
variety of inter-related technical tasks.

Client Relations:

e ability to manage both routine and difficult customer enquiries

e ability to work closely with school-aged students and provide basic assistance and
instruction where required.

Communication:

e supervisory positions obtain cooperation to achieve well-defined activities

e tendering of information and providing collaborative advice when required

e ability to advise staff, students and other members of a school community in how to locate
specific information and operate equipment.

Records Management:
e responsibility for maintenance of records within a specific functional area
e ability to extract and manipulate data and prepare routine reports.

Complexity of Tasks:

o follows a range of existing processes, guidelines and established procedures and where
necessary makes modifications

e objectives and directions are clear and well documented so that desired outcomes can be
easily measured

e suggests ideas/plans/potential solutions to achieve clearly established outcomes.

Reasoning requirements:

e work is clearly defined, follows established procedures and involves the selection of familiar
concepts and ideas when performing tasks

e work problems are usually solved by reference to procedures and documented methods and
instructions

e application of specialised knowledge would be confined to a specific functional area.
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Independence & Accountability:

e supervisory positions are required to deploy staff and receive instructions which determine
the work program of the area. Such supervision would be confined to the immediate work
area

e advisory service positions are accountable for providing effective information gathering and
collation under general direction

e accountability would be confined to the timely completion of specific tasks which have clear
guidelines and in which direction is available.

Secondary Teacher Assistants

The following are examples of the specific functions of the role of STAs and elaborate on the
examples outlined on page 5.

Typical Duties:

display/mount students’ work

photocopy teaching materials

take minutes of meetings

book rooms

assist with the organisation of school trips and camps

source teaching and learning materials

collect money for excursions

distribute and collect lesson materials

provide basic assistance and instruction to students as required (under teacher supervision)
perform routine administrative and operational support tasks
participate in team meetings

receive and sort documents and distribute or process as required
make appointments and maintain diary records

follow existing processes, guidelines and established procedures.

Records Management:
e maintain relevant student records
e monitor student attendance.

Delivery of School Services under Teacher Supervision and Guidance:

e provide learning support to students in the classroom

e contribute effectively to teachers’ planning

e contribute effectively to the selection and planning of out-of-school learning opportunities for
students, in accordance with school policies and procedures

e organise and manage learning activities, the physical teaching space and the resources for
which they are given responsibility

e provide attendant care and support to students where assistance is required with school
activities and learning programs

e support teachers and other professionals in the delivery of educational programs

e assist with the preparation of teaching aids, and collating written or printed materials

e select and reference materials and other educational tools in consultation with teachers.
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Communication:

make appointments for teachers to see parents

communicate effectively and sensitively with students to support their learning

recognise and respond to diverse student needs

liaise with and provide information to parents, staff and students

liaise with external organisations and individuals for the purpose of acquiring materials and
equipment

prepare straightforward correspondence according to school procedures e.g. sending out
form letters

prepare inventories, requisitions and documents

quality assure documents and correspondence

assist teaching staff and senior technical staff with enforcement of appropriate safety
measures

explain rules, procedures and operational policies to students, parents and colleagues.

Training and Experience:

input relevant student data on the school database
word processing teaching materials.

Maintenance of School Resources:
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ensure equipment within work area is properly maintained

ensure identified risks regarding equipment, resources and facilities are reported to
appropriate personnel within the school

coordinate stock control within the work area

assist with the development of procedures relating to the use and maintenance of equipment
and materials

prepare equipment for teacher and student use.
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Attachment 2
School Services Officers — Performance Standards

School Services Officers
In the context of the duties and responsibilities of an employee’s position an employee will:

e Dbe acquainted with, and effectively carry out, the responsibilities of the position as set out in the
relevant position description

¢ seek feedback on, and improve their knowledge and skills

e act in a professional manner with colleagues and, where appropriate, with students and
parents/guardians
promote a safe and supportive school environment

¢ understand and act in accordance with the school charter code of practice

e be acquainted, and act in accordance, with the goals and priorities as set out in the school
strategic plan.

Available at: http://www.eduweb.vic.gov.au/hrweb/workm/plan/perfstandSSO.htm
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Attachment 3
Example Secondary Teacher Assistant
Performance and Development Plan

School Services Officer
Performance and development

PERSONAL DETAILS

Name: | John Citizen |
Record Number: | 12345678 |
Current classification and | SSO1-2 Date of next

subdivision: increment:

School: | Victoria West High School |
Review period: | February 2008 | to | February 2009 |

School Services Officer’s
signature:

Principal’s (or nominee’s)
signature:

This document sets out the statement of performance against the performance standards applicable
for school services officers. Ultimate responsibility for the performance assessment outcome rests
with the principal or (principal’s nominee).

Assessment of a school services officer’s performance against the performance standards is
within the context of the duties and responsibilities of the position.

The principal or principal’s nominee will consider the statement of performance and other relevant

information in relation to each performance standard and make a decision, based on the balance of
evidence, about whether the school services officer has satisfied all the standards.
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School Services Officer Performance and Development

Performance Standards

Statement of Performance

1. Be acquainted with and effectively carry out,
the responsibilities of the position as set out in
the relevant position description

e.g. Completes delegated administrative duties (i.e. photocopying, filing, data entry, word processing)
in an accurate and timely manner

e.g. Organises and manages learning activities, resources and the physical teaching space under
teacher supervision

e.g. Engages in regular planning sessions with the designated teacher

2. Seek feedback on and improve, their
knowledge and skills

e.g. ldentifies professional learning needs and participates in relevant professional learning
opportunities as these arise

e.g. Constantly strives to improve knowledge and skills

e.g. Acts upon feedback given

3. Act in a professional manner with colleagues
and, where appropriate, with students and
parents/guardians

e.g. Demonstrates respect towards staff, students and parents/guardians in all interactions
e.g. Values and respects diversity
e.g. Acts in a professional manner on all occasions

4. Promote a safe and supportive school
environment.

e.g. Understands and applies appropriate school protocols and procedures to address safety issues or
potential dangers

e.g. Follows privacy protocols and maintains staff and student confidentiality at all times

e.g. Shares ideas and offers assistance and support to staff and students

5. Understand and act in accordance with the
school code of practice.

e.g. Assists classroom teachers with the provision of educational opportunities for students in
identified priority areas

e.g. Supportive of all staff members

e.g. Assists with the promotion of the school, being willing and available to assist others

6. Be acquainted, and act in accordance, with
the goals and priorities as set out in the school
strategic plan.

e.g. Possesses a sound working knowledge of the school’s goals and strategic plan priorities
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Professional development focuses

Proposed action

Outcomes achieved
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Mid-cycle review

The mid-cycle review is an opportunity for discussion about the school services
officer's performance. Comments may be provided by the principal (or nominee) and
the school services officer and the page signed and dated.

Note: Where it is considered likely that the school services officer may not meet one
or more of the standards at the end of cycle assessment the school services officer
must be advised at least three months prior to their increment date.

Principal’s (or nominee’s) comments:

School Services Officer’'s comments:

School Services

Officer’s signature: Date
Principal’s (or

nominee’s) Date
signature:






Performance assessment (end of cycle)-
School Services Officers

To be completed by the principal or principal’s nominee.

Performance Standards End of Review Comments Performance
Standards met
School Services Officers 1-7 will: Yes No

be acquainted with, and effectively
carry out, the responsibilities of the
position as set out in the relevant
position description

seek feedback on, and improve
their knowledge and skills

act in a professional manner with
colleagues and, where appropriate,
with students and
parents/guardians

promote a safe and supportive
school environment

understand and act in accordance
with the school code of practice

be acquainted, and act in
accordance, with the goals and
priorities as set out in the school
strategic plan.
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Performance assessment (end of cycle)

Principal’s (or nominee’s) comments:

PERFORMANCE OUTCOME:
The school services officer must meet all six performance standards in the context of the
duties and responsibilities of the position to have a successful performance outcome.

All standards met: One or more standards not met:

Principal’s (or nominee’s) Date:
signature:

INCREMENTAL PROGRESSION:

For school services officers progressing through the scale who have met all the
standards an increment will be granted.

Increment awarded Date increment / /
approved:

Increment deferred Date 3 months notice
of possible incremental / /
deferral provided:

Increment not applicable

Date outcome entered on HRMS:

Date of next review:

When determining the next review date the principal may decide to conduct this review in
six or nine months rather than twelve months. This decision will be based on the school
services officer’s performance in the previous review cycle.

School Services Officer’'s comments:

School Services Date:
Officer’s signature:

At the completion of the review cycle a copy of this document should be provided to the
school services officer and the original placed on the school services officer's personal
file.






