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Course Assistant Expectations

Monday Morning

Monday morning is often a time for setting up for the week ahead. Tutors will be asked to go to their teaching rooms to set up for the activities they are running.

During this time its helpful for course assistants to get along side tutors to support them in their set up. This may include setting out resources, looking for boxes that aren’t in their room yet etc.

We may also need to set up the check-in area – putting out games, getting wrist bands and name badges ready, understanding which group you are responsible for and familiarising yourself with your group and their needs.

Briefing

We usually have a staff briefing at the beginning of the day starting promptly at 8am – this is an opportunity to ask any questions you have.


During the day

You will be given a role – most course assistants are mini’s leaders or will be assisting a tutor in a subject. 

In this role we require you to:

In the mornings (check-in):
· Organise your group with their wrist bands, name badges, putting their belongings in the correct place.
· Find out if they have eaten breakfast and make arrangements if they haven’t. Try and do this as more of a conversation rather than getting them to put their hand up, we don’t want YP to think they cant tell us if they haven’t eaten- it will also help you work out who has but wants extra food. 
· Check they have their packed lunch and refillable named water bottle (if they are HAF we provide this) if not we will need to arrange some lunch for them and remind their parent/carer at the end of the day that they need packed lunch for the rest of the week.
· Help your group get to know each other:
· Play board games with them and encourage them to play them together.
· Ask their names, introduce yourself and other YP.
· Explain they will be in your group for the week and can ask you questions or tell you if anything is worrying them.

· Sometimes we may ask for you to be “a runner” this involves collecting the children from the check-in desks, walking them to their morning area, and helping them find their group/a leader to show them what to do.
· If they are a new YP, make sure you let the team in the morning room know so that they can give them extra attention to help them settle in.

NB: For minis- you may want to keep their water bottles in a separate crate and take this with you around the activities as it will save them loosing it or forgetting to bring it.

In sessions:
· Help YP to understand tasks and get involved with activities.
· Ask the tutor if there is anything they would like you to help with for the session.

· Be a role model – demonstrate having fun, being kind, inclusive and listening.

· Support the tutor to ensure YP are following instructions.
· You may have YP who have additional needs, they may require more support from you to understand and complete tasks, and to stay focused and listen. You may need to sit near them during activities- there are also resources like timers you can use to help them. 
· Supervise YP to use the toilet – It’s a good idea take your group to the toilet before a session and encourage YP to use the toilet then, rather than during sessions, don’t let them all in at once. 

During breaktimes:

· You will have a designated break and staff should take in turns to get snacks/tea/coffee/go to the loo as per ratios.
· You must ensure the children have sufficient supervision before leaving the breaktime space.
· You may need to communicate with other team members to ensure everyone gets a moment to have a loo break etc.
· Ensure YP have a snack, but not their whole lunch at breaktime, their will be fruit available. 
· Ensure YP are safe while using equipment (e.g., no running inside or jumping on equipment)
· Ensure behaviour follows the code of conduct – this may require you to strategically place yourself within the room/outside space.
· Supervise YP using the toilet & filling up water bottles.

· Lunchtime- we will have a rota when you are able to take a break – this can be taken in the staff room.

NB: most behaviour incidents take place at break/lunch times so we, as a team, need to be diligent and hot on supervision, great ways to stop this are getting involved in games but be aware of other groups around you. 

Please also keep an eye out for YP on their own during breaks/lunches/ freeplay- check in with them, they may need support making friends. 

If you are assisting a tutor in a specific subject:
· Most of the above still applies, you’ll just remain in the same subject.
· Be led by your tutor, ask them how you can help if you aren’t sure.
· If you would like the opportunity to lead sessions, please ask your tutor when and how you can do that, they should be more than happy to facilitate this.


IF THERE IS AN INCIDENT OR ISSUE:

If there is a behavioural incident, safeguarding concern or a serious incident, the tutor of the session and pastoral team need to know asap:
· Report it to the relevant member of staff as soon as possible.
· If in doubt, say something!
· Follow their instructions in a timely manner, this may involve recording the incident on CHIPS, our database system.

· If there are ongoing relational or behavioural problems, share this with the pastoral team at the end of the day if you haven’t already.
· Its helpful for the pastoral team to know this information in case a parent/carer contacts F4YP following their YP sharing with them after the day. It can also help us make plans for the following day/sessions to change their behaviours – e.g., move groups, talk to the YP etc.

Things to remember:
· You should not need your phone during the course – this can be left in the staff room.
· Whilst we appreciate its fun to interact with the team, the YP are our priority.
· If you don’t know what to do, try to take initiative and be pro-active, consider the list above and look for jobs to do/YP who need help, play with the YP, and build relationships. 
· If you still aren’t sure, ask a tutor or the pastoral team.
· Please keep all communal areas clean and tidy- everyone is responsible for the staff room. 
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