
    Support Staff Agreements with head teacher
SAMPLE
All these points need to be clarified in discussion between the support staff member and the Head Teacher.  To be truly effective the agreements should be recorded in detail and reviewed regularly. 

1. Professional Behaviours 
· Confidentiality:  when and where necessary;  what is meant by confidentiality 

· Phoning in to kindergarten if absent  (leave a message on the voicemail?)
· Punctuality Factors which may affect this 

· Refreshments and use of amenities

· Lunchtime

· Leave 

· Smoking 

· Use of phone 

· Recording messages

2. Care of Children
· Any specific details support staff member needs to know to meet children’s needs 

· Kindergarten policies regarding changing of children and administering first aid

· Updates on individual children

          Other roles (Reliever, ESW)

· Lines of responsibility

· Preparation and clearing away time;  maintaining the environment 

· Staff interactions towards each other and the children 
3. Evaluation 
· Feedback:

· Verbal 

4. Other Matters 
· Opportunity to renegotiate / review contract 

· Where to go for support if necessary
· Role of the Association.

Signed: ______________________________ 

_____________________



Support Staff Member




Date

Signed: ______________________________ 

_____________________


Head Teacher





Date







































































