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	Student Name
	
	Student Number
	

	Unit Code/s & Name/s
	CHCEDS004
Contribute to organisation and management of classroom or centre

	Assessment Type
	☒ Case Study    ☒ Assignment    ☐ Project    ☐ Other (specify)

	Assessment Name
	Cluster 3 – Classroom Management 
	Assessment Task No. 
	Assessment 2

	Assessment Due Date
	
	Date submitted
	

	Assessor Name
	

	Student Declaration:  I declare that this assessment is my own work.  Any ideas and comments made by other people have been acknowledged as references.  I understand that if this statement is found to be false, it will be regarded as misconduct and will be subject to disciplinary action as outlined in the TAFE Queensland Student Rules.  I understand that by emailing or submitting this assessment electronically, I agree to this Declaration in lieu of a written signature.

	Student Signature
	
	Date
	

	PRIVACY DISCLAIMER: TAFE Queensland is collecting your personal information for assessment purposes. The information will only be accessed by authorised employees of TAFE Queensland. Some of this information may be given to the Australian Skills Quality Authority (ASQA) or its successor and/or TAFE Queensland for audit and/or reporting purposes. Your information will not be given to any other person or agency unless you have given us written permission or we are required by law.


	Instructions to Student
	Generals Instructions:
· Complete all tasks in this Assessment workbook before submitting for marking
· Responses are to be typed in this document
· Source the text book ‘Supporting Education’ by Karen Kearns, additional resources on Connect and your own research 

· Reference work in the form of a Bibliography, Harvard Method, if unsure refer to the ‘Learner Guide’ – ‘Bibliography’

· Submit the Assessment Workbook on Connect under the Assessment 2 Dropbox any time up until the due date (refer to the Intake dates)

· Keep a copy of all work submitted in case of loss. It is recommended that you save on a USB

· Sign (type) and date your work, refer to ‘Student Declaration’ as above
Information / Materials provided: 
Refer to the Learner Guide and Learning Resources available on Connect
Assessment Criteria:

To achieve a satisfactory result, your Facilitator will be looking for your ability to demonstrate the following key skills/tasks/knowledge to an acceptable industry standard:

· Demonstrate correct recording and reporting procedures for an incident in the school

· Provide documentation to demonstrate appropriate role of a Teacher aide

· Demonstrate knowledge of an out of class activity

· Consult with the class teacher and assist in the implementation of  a class activity
Number of Attempts:

You will receive up to two (2) attempts at this assessment task. Should your 1st attempt be unsatisfactory (U), your Facilitator will provide feedback and discuss the relevant sections / questions with you and will arrange a due date for the submission of your 2nd attempt. If your 2nd submission is unsatisfactory (U), or you fail to submit a 2nd attempt, you will receive an overall unsatisfactory result for this assessment task. 
Only one re-assessment attempt may be granted for each assessment task. For more information, refer to the Student Rules. 



	Submission details 
	Insert your details on page 1 and sign (type) the Student Declaration. Include this entire document with your submission.  

Save file with 'your full name, student number, Assessment number & Version number'.
For example: Mary Brown_1234561243_Assesment 2_Version 1
Complete all questions on the assignment by typing directly into this document. Submit your final assessment on Connect LMS 



	Facilitator Feedback:

☐ Student provided with feedback (check box when completed)

	Attempt 1
	Satisfactory  ☐
	Unsatisfactory  ☐
	Date
	

	Attempt 2
	Satisfactory  ☐
	Unsatisfactory  ☐
	Date
	

	Facilitator Name
	
	Facilitator Signature
	

	Note to Facilitator:  Please record below any reasonable adjustment that has occurred during this assessment e.g. written assessment given orally.

	


	Assessment criteria / benchmarks

The evidence submitted demonstrates that the student satisfactorily:


	Attempt 1
	Attempt 2

	
	S
	U
	S
	U

	1. Demonstrate correct recording and reporting procedures for an incident in the school
	
	
	
	

	2. Provide documentation to demonstrate appropriate role of a Teacher aide
	
	
	
	

	3. Demonstrate knowledge of admin processes in a school environment
	
	
	
	

	4. Demonstrate knowledge of an out of class activity
	
	
	
	

	5. Consult with the class teacher and assist in the implementation of  a class activity
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	Task 1 – Reporting




	SCENARIO 1
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It is 10 minutes before the end of morning tea on Monday, 28th April, 2018 at 10:50am. You have been setting up for a science experiment for Mr Mac, the Year 6 teacher. The students will be carrying out the experiment after morning tea.

You put a model “Waterwheel” in place on the front desk. To complete the experiment, each student will need 5 paddle pop sticks and 6 elastic bands. You forgot to ask Mr Mac what resources he already had in the classroom and realised that you have run out of paddle pop sticks and elastic bands. There is no key to the classroom so you just close the door and go to another classroom to collect more resources.

While you are out of the room, Alex Smith, a Year 6 student enters the classroom and pushes the demonstration Waterwheel onto the floor. As you return Alex tries to push past you out the door. You stop him and ask why he is in the classroom. He says that the experiment is stupid and he doesn’t want to do it. You take him up to the office to report the incident to the Deputy Principal.

That afternoon you bump into Alex’s mother at the supermarket and she asks you what happened today as Alex was very upset when he got home.




1.1 Complete the Incident Report form on the following page recording your direct observations, only filling in the areas that relate to your reporting role as a Teacher Aide
	INCIDENT REPORT



	Date: 
	Time: 

	Student: 



	Teacher:


	Class:

	
	Physical aggression
	
	Throwing objects

	
	Disturbing others
	
	Verbal abuse/swearing

	
	Refusal to follow others
	
	Out of seat behaviour

	
	Acting out
	
	Destroying property

	Description of incident: 



	Follow-up/Action: 



	Teacher Aides signature: 



	Teacher comments:



	Teacher signature:


	Date: 


1.2 
Explain in 2 to 3 sentences why it is important to record and report incidents such as this. Issues you need to consider are duty of care, child safety and behaviour intervention.

1.3 
Once the incident report has been completed, describe:
i. where and how it would be stored at your school 
ii. who has access to the report
1.4 
How would you respond to Mrs Smith’s question, keeping in mind confidentiality issues?
1.5 
Select TRUE or FALSE
	Q
	As the Teacher Aide in Mr Mac’s class:
	TRUE
	FALSE

	1
	It will not matter that you have taken resources from another classroom
	
	

	2
	You should have checked with Mr Mac the number of students in his class
	
	

	3
	It’s not your fault there is not enough paddle pops and elastic bands for all students
	
	

	4
	You should have determined the correct amount of paddle pop sticks and elastic bands needed prior to setting up the experiment
	
	

	5
	The next time you will prepare the resources required for classroom activities well in advance and discuss the material needs with the teacher to determine if additional ordering is necessary
	
	


1.6 
For each question from Task 1.5, explain in 1 to 2 sentences why you selected TRUE or FALSE.

	Reasoning

	1
	

	2
	

	3
	

	4
	

	5
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	Task 2 – Teacher Aide duties




In your role as a teacher aide you are required to perform various duties and tasks throughout the day and across the week.

2.1 
In consultation with your classroom teacher, create a document, using appropriate technology that will be useful to manage your DAILY ACTIVITIES.  

The layout is to be in a table format and MUST include:

· Name of the document (e.g. To- Do List, Daily Schedule or Daily Work Diary)

· Date of the document

· Teacher’s name

· Classroom/s

· Days of the week

· Times

·  Task or Activities

· Students involved (being aware of confidentiality issues)

· Appropriate graphics/images (this could be logos, clipart etc)

Insert below or upload as a separate file under Assessment 2 on Connect

Page left blank for Task 2.1
2.2
There are many different types of software programs/application systems that are suitable for creating your document in Task 2.1

Identify your chosen software and explain your reasons for selection. Considering the functions and features you used when creating your document. 

2.3 
In 2 to 3 sentences explain why both you and your teacher need to monitor your progress with allocated tasks. Include the importance for monitoring of:

· students’ progress

· the effectiveness of resources and strategies

· your own skills and knowledge and need for training

2.4 
Explain your communication strategies you would use to seek feedback from your teacher on your work performance to prevent any misunderstandings. Include both verbal and non-verbal techniques, considering active and reflective listening.
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	Task 3 – Administration procedures
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	Scenario 2

You are allocated to administration duties every Tuesday morning between 10am-10:30am to allow you to carry out photocopying, laminating, resource compiling or any other administration tasks needed. 

Late on Monday afternoon, the Deputy Principal asks you to fill in for Julie, the receptionist on Tuesday morning at 10am while she meets with the Principal. You agree but are concerned as you have never been shown how to use the switchboard. You have also been given photocopying to complete for Year 2 and Year 3 classes. The teachers have tagged the pages from the text books and have asked for a full class set collated and stapled but have not given the quantity or the due date. 

On Tuesday at 10am you start to photocopy the pages for Year 2 and realise that you do not have the teacher’s pin number for the photocopier so you use your own. You notice a red light flashing on the photocopier and it’s making an unusual noise but you ignore it as you really need to get these pages copied. You don’t know the exact number of students in each class so decide to make an additional 10 copies just in case.

As the office phone starts to ring, the photocopier jams. You leave it with the warning light flashing and answer the phone with “Yes, hello” and a parent wants to speak with Mrs Simpson, her daughter’s teacher. You are not sure of the extension so tell the parent that you are just filling in and can she please ring back later. You hang up the phone.

You return to the photocopier but can’t get it to work so go to the staffroom. You write a note for the teachers that the photocopier is broken so you were unable to do their copying. You place the books back in their pigeon holes and go to morning tea as there is only 5 minutes to go before the bell rings. In the back ground the phone is ringing.


3.1 
Describe THREE (3) areas of concern you should have identified and communicated with the Deputy Principal and the teachers on the Monday and give a brief reason why. 
	1
	

	2
	

	3
	


3.2 
You SHOULD NOT have used your photocopying code to carry out the teacher’s photocopying requirements. 

Investigate your school photocopying protocol and give a brief explanation as to why it is necessary to use the correct login codes.  

3.3 
The following actions carried out in the scenario are all INCORRECT. 

In 2 to 3 sentences explain the correct procedure. You may wish to refer to your school for their administration procedures.

i. You noticed a red light flashing on the photocopier and it’s making an unusual noise but you just ignore it and keep photocopying.

ii. The photocopier jams. You are unable to clear it and you leave it with the warning light flashing.

iii. You answer the phone with “Yes, hello”.

iv. You tell the parent that you are just filling in and can she please ring back later. You hang up the phone.

v. You don’t know the exact number of students in each class so decide to make an additional 10 copies just in case.

vi. You write a note for the teacher’s that the photocopier is broken so you were unable to do their copying.

vii. You decide to go to morning tea as there is only 5 minutes to go before the bell rings

	Explanation of the correct procedure

	i. 
	

	ii. 
	

	iii. 
	

	iv. 
	

	v. 
	

	vi. 
	

	vii. 
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	Task 4 – Out of Class Supervision




4.1 
List the FOUR (4) ‘basic principles of safety’ when supervising out-of-class activities.
(Note: Not the principles of good supervision)
	
	Basic Principles of Safety

	1
	

	2
	

	3
	

	4
	


	 SHAPE  \* MERGEFORMAT 



	Task 5 – Case Study




In consultation with your teacher, you are required to contribute to the organisation and preparation of a class activity. It can be either a group, one-on-one classroom activity or an out-of-class activity.

5.1
Complete the table below to respond to the following:

i. Identify the time of the activity as directed by the teacher

ii. Detail the curriculum subject/s of the activity (e.g. literacy, numeracy, HPE, cooking, art etc.)

iii. Provide a brief description of the learning needs of the students involved (disabilities or additional needs)

iv. Detail the equipment utilised (computers, photocopier, laminators, video player, interactive whiteboard etc.)

v. Provide details of materials, resources and or teaching aids used for this activity (paint, reader, games, iPod etc.)

NB: You are required to upload a photo of the classroom set up and/or resources used in this activity in Assessment 3.

	Date and Time


	

	Class and Teacher

	

	Subject area and details of what the students were required to do in this activity 
	

	List the learning needs of the students needing additional support
	

	Equipment (e.g. Photocopier, interactive whiteboard)
	

	Learning Materials, Resources and Teaching aids (e.g. iPad, paint)
	


5.2
In 4 to 5 paragraphs explain the information presented in the table for this class activity.

The report should include a description of:

i. The activity implemented, resources used and class level

ii. How you clarified the requirements given by the teacher so there were no misunderstandings (verbal ,writing, reflective listening)

iii. Process involved in requesting additional material/resources

iv. Strategies you used to explain the activity to both the teacher and students (include communication strategies)

v. How you gained feedback from the teacher on the progress of the activity. 

vi. The clean-up or pack-up procedure after the activity, include both your actions and those of the students

vii. Any difficulties that arose with the activity

viii.  Suggested solutions or recommendation for improvement to future activities

Bibliography (List your references according to the Harvard Referencing Method as outlined in your Learner Guide)
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