CLASSROOM ASSISTANT INDUCTION

FIRST DAY CHECKLIST:

Please tick:
I have been shown:

[___]

Where to put my coat / valuables.

[___]

Toilets

[___]

Layout of classrooms / work areas

[___]

Staffroom / tea and coffee facilities

[___]

Introduced to colleagues

[___]

Given a staff handbook / file

[___]

Given a job description

[___]

Given my own timetable

[___]

Introduced to class teachers

[___]

Behaviour routines and expectations

[___]

Daily routine tasks

[___]

Car parking

[___]

Fire and bomb procedures

FIRST WEEK CHECKLIST:

Please tick:
By the end of the first week I have been shown:

[___]

Class reading procedures

[___]

Playtime routine / duty and expectations

[___]

Wet playtime routine

[___]

Spare clothes for children

[___]

Stock cupboards and storerooms

[___]

Health and Safety introduced

[___]

First Aid area, record book and procedures

FIRST MONTH CHECKLIST:

Please tick:
By the end of the first month I have been shown:

[___]

Basic First Aid procedures and school policy

[___]

Safety in supporting ICT

[___]

Basic use of computers – switching on / off safely

[___]

Storage of resources including reading books

SIX MONTH CHECKLIST:

Please tick:
By the end of six months I have been shown:

[___]

Child Protection provisions

[___]

How to mount and display work

[___] 

How to put up backing paper on a display board

[___]

How to operate;
TV / video

[___]




Microwave

[___]




Overhead projector

[___]




Comb binder

[___]




Laminator

[___]




Priport photocopier

[___]




Office photocopier

[___]




Guillotine

[___]




Stock requisitions

N.B. We understand that you will already know how to operate or use some of the items on your checklist, if you are confident then please place a tick in the box. If you are at all unsure about any of the items then please ask. YOU MAY ASK MORE THAN ONCE!!! It is our responsibility to ensure that you have completed your checklist by the end of each period so don’t be afraid to ask.

