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Foreword

It is not difficult to catalog urban school failures. Countless
numbers of people, prolessiosial and nonprofessional, have
done so. And it is not difficult to show how some of this
cataloging has resulted in attracting attention to areas that
have long needed attention. Yet in many urban schools,
children are receiving the education they nced to mect the
challenges of the world they live in, These schools, often
lacking adequate facilities and resources, have one thing in
common: cooperation between home and school in the
education of the child. That's what Partners in Urban
Education is all about.

Partners in Urban Education focuses on the most important
resource available to the urban school and community—
people. Parents, paraprofessionals, teachers, and principals are
recognized as equal partners in the education of the urban
child. The series contains one handhbook for each of thesc
partners. And each is encouraged to cooperate with the other
members of the partnership team. Partners in Urban
Education is designed for those who know that urban schools
are far from perfect but who understand that these scliools
are what we have to work with today to provide the urban
child with the education he will need for his tomorrow.

Partners in Urban Education will not resolve all or even most
of the problems that exist in urban schools today. No series
of books can. It is designed to foster the kind of communi-
cation and cooperation that will lead to a resolution of those
problems. And it is designed to initiate positive response
where it counts most—in the urban school and in the
community that school serves. To the hundreds of people who
have shared their views with us—parents and principals,
superintendents and supervisors, trainers and teachers—we
give our thanks. To those continuing to work with and for
the urban child, we give this pledge: To continue to work
with you as Partners in Urban Education.

William K. Cordier, President
General Learning Corporation ™
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Introduction

By becoming a school aide, you have joined about one
quarter of a million other adults in providing addi-
tional service to America’s school children. The general
category of school aide has beconie the fastest growing
group of employces in our country. Inner-city schools
have experienced great difficulties in meeting all the
needs of children living there. The assistance of school
aides who know the children and the community has
been one of the most promising educational changes
In recent years.

No two schools are exactly alike. And your job will
not be exactly like anyone else’s. Because your job

is a fairly new one, it is changing and growing. Like
anyone clse entering a new position, you have questions
about that job. “What will be expected of me?”
“With whom will I work?” “How will I get along?”
Like everyone else, you wonder whether what you
have to offer is important to your employer.

This handbook will help you think about your job,
help answer questions about it, and help you as you
assist teachers, administrators, and others to educate
children. This handbook will help you as you begin
to talk with parents, school personnel, and your
neighbors about the education of our youth. We
hope this handbook will help you fulfill your role as
a partner in urban education.
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1 Knowing What
You Have to Offer .

As an aide in an inner-city school, you probably live
in or near your school neighborhood. As a resident
of the school community, you are in a position to
make unique contributions to school life. It will be
helpful to begin by taking some time to think about
the things you have to offer to the school.

Knowledge of Your Community

Your personal knowledge of the places and people in
your conununity is just one assct that will make you
a valuable addition to the school staff. But it is-an
important asset. T'his knowledge will help ensure
that the children in your community will get the

kind of education they deserve.

O

Thinking about streets. Think of the places you sec
every day, the places you pass on your way to work

or on your shopping trips. Make a 1ist or draw a
simple map of the streets in your community. Which
ones are wide? Which arc narrow? Which ones are
too busy for simall children to cross? Docs your
neighborhood have streets that children should avoid?
Do you know any strects safe enough for children

to play in?

Thinking about shops. Now, think about the stores
you go to for groceries, for clothing, for hardware.

ERIC
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Where does your son get his hair cut? Where is the
best place to get a prescription filled? Where can you
buy a six-pack when Uncle Albert is coming to visit?
(Keep it going, now, thinking about those business
places in your neighborhood.) |

Thinking about special places. Think about the
special places in your community. List the community
churches. Are there any parks within walking distance
of the school? Are there junkyards or factories unsafe
for curious children? Arc there community agencies
that offer recreation or tutoring for children? You

. can probably think of many special places in your

O

community. Good. As a school aide you will be able
to use this knowledge.

Thinking about people. Think about the people who
live in your community. How many do you know

by name? Who can help an injured child? Whom
do you trust for advice? Who is active in politics, in
sports, in the church? Your knowledge of community
peoplc is valuable. You will be able to put this
knowledge to good usc in your role as school aide.

Understanding of Neighborhood Children
Another important asset you bring to your job is
your knowledge and understanding of neighborhood
children. The kind of education provided is partly
determined by what educators know about their
students’ backgrounds and life-styles. Yet very tew
inner-city teachers and administrators, white or black,

RIC
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grew up in the inner city or live there now. While
they may wry very hard to understand inner-city
children, it will be most helpful if they can call upon
your more direct, possibly first-hand, experience with
these children.

You probably know children who are coping with a
family life marked by divorce, separation or desertion,
illegitimacy, or poverty. You can help educators
understand that although the urban child may have
a “different’ life-style, his life-style is not necessarily
an inferior one. Your knowledge can help educators
provide the kind of education that will be meaningful
to the urban child.

Identifying strengths: street wisdom. Many inner-city
children devclop strengths that educators can build
on and, thercfore, nced to understand. One of these
strengths can be called “street wisdom.” Many
inner-city youngsters are quite good at “‘reading”
other people. Through experience and necessity, they
are often adept at cvaluating the intentions and
sincerity of those they meet. Further, they are usually
better equipped to cope with the day-to-day street
life than are children in suburban areas.

Identifying strengths: responsibility. Because many
inner-city children grow up coping with a variety of
family and economic problems, they may develop a
great deal of independence and a sense nf responsi-
bility beyond that which might otherwise be expected.

—

O
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How often have you seen an eight-year-old or a nine-
year-old taking care of younger brothers and sisters?
While such responsibility is certainly not advocated
for children so young, where it is found it should
be considered a personal strength to build upon.

Identilying strengths: loyalty and pride. Another
characteristic of inner-city youth is a great sense of
loyalty. Very often this loyalty is displayed in the
defense of group or family members. This loyalwy is
a strength that the child can learn to use to his
benehit. Inner-city youth are also displaying a sense of
pride—pride in their race, pride in the accomplish-
ments of their ethnic brothers and sisters, pride

in themsclves as maturing individuals. Observing
these and other positive values of the children you
have contact with will increase your opportunities to
contribute to the school program.

Helping the School Understand the
Community

Communities are characterized by the ebb and flow of
the lives of the people, their hopes and aspirations,
their joys and heartaches, their successes and failures,
their problems and their striving for solutions. One
of the most valuable services you can perform as a
school aide is to help the other school people under-
stand the community.

Knowing community concerns. You have many
opportunities to listen to the concerns expressed by
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your neighbors. People will let you know what's
bothering them about the school, about kids, about
the neighborhood, about their lives in general. You
must not think you have to become a neighborhood
gossip to be a good school aide. In fact, you would
lessen your service to both school and community -
by doing so. You can serve your neighbors and the
school by helping the school understand what
community people are concerned about. Schools need
all the information they can get about their com-
munities. We see educators today listening to students,
to parents, to neighborhood representatives, to
politicians, and to sociologists. Ecducators use informa-
tion from these sources and others to help develop
educational programs. Teachers and administrators
will generally be appreciative of the community
knowledge you are able to share with them.

Knowing community home life. Teachers and ad-
ministrators benefit from knowing about students’
home life, If the school is in a neighborhood of mainly
small, crowded apartments, it may be unrealistic for
teachers to expect children to have a quiet place in
which to study. In a neighborhood with large numbers
of families from rural backgrounds, students might
benefit from courses in simple home repairs. Children
from homes with little money for decorations might
appreciate art class projects designed to brighten
walls and lift spirits. The better the school under-
stands its families, the better able the school will be
to develop programs to meet children’s needs. -
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Knowing community job patterns. The school can
benetit from your knowledge of economic aspects of
community life. When teachers know that children
and their families arc worried about layoffs and
strikes, or rumors of layoffs and strikes, they can be
prepared for increased anxiety and tension in the
classroom. A better understanding of the employment
patterns can lead to the development of vocational
training classes more in kecping with local job
opportunitics, Also, teachers can call on adults with
special talents, skills, or occupations to give talks or
demonstrations to groups of students.

Knowing community assets. As you think about how
you can help the school understand the community,
look for local asscts that might benefit the school.
Among these might be an active woman’s club or an
cthnic arts-and-crafts workshop. By using your
knowledge of the community, you will be contribut-
ing to one of the major areas of change in education
today—community education. The idea, greatly
simplified, is that education in the schools and the
problems of society are bound together and should be
worked out together. There is a growing movement
to extend the schools out into the community by
using all the resources of the community for
educational purposes. At the sane time, the com-
munity makes use of the resources of the school

to meet its needs—to grow and to expand in terms

. of the individual and the group.

O

RIC

Aruitoxt provided by Eic:



O

Helping the Community Understand

the School

To be of value, understanding needs to work in two
directiont. It is not cnough for the schools to
understand their communities, Communities must
understand the schools. As a school aide, you are

in a unique position to help your community develop
its understanding of the goals, the concerns, and the
strengths of the schools.

Knowing and undcrstanding school goals. Working
as a school aide gives you many opportunities to
become acquainted with the goals of the school. School
goals arc not always well understood by parents and
other community members. For instance, onc school
goal may be to help children develop a greater
appreciation of the community and its sctting. One
activity to reach this goal might be a series of field
trips around the ncighborhood. Without understand-
ing the goal, parents or other spectators might think
the class is just out on a lark, neglecting their class
studies. In another case, parents might take exception
to a frank classroom discussion, of illegitimacy or
venereal discase if they do not understand the school’s
goals in the area of health and family education.

Communicating school goals. As you learn more and
more about your school’s goals, you will be able to
communicate these to other members of the com-
munity. Take time to assess your knowledge on this
matter. What do you know about your school’s goals?
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What does your school hope to accomplish in devel-
oping basic skills—rcading, spcaking, mathemagics?
What are the goals for preparing children for better
citizenship, for carning a livelihood, for using their
leisure time, for family life? As the community
understands these goals, it will appreciate and support
the programs designed to reach thesc goals.

Knowing school concerns. 'I'he schools have concerns
that relate to the community. In some cities, financial
support is falling behind the needs, greatly hampering
school operations. Educators recognize that the
education of children is too important to be left solely
to the schools. Yet in many inner-city schools,
teachers feel that parents are not interested in their
children’s education. Parent meetings and parent-
teacher conferences are often poorly attended.
Teachers depend a great deal upon the self-discipline
of children to maintain a good working and learning
atmosphere in the classrooms. However, it often
appears to tcachers that parents arc too permissive
or unconcerned about the discipline of their children.
By sharing your knowledge of school concerns with
the community, you will help the community better
understand the school.

Know Yourself

Your own personality is one of your greatest assets.
Boys and girls will see you as another adult in the
learning situation. They may identify with you and
look to you as a model. This is a great responsibility.
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Thinking about appearance. You will want to
consider the influence you have on children. Do your
clothes suggest that you consider working in the
school 1mportant? Dress habits of school personnel
vary from place to place, but it does become difficult
to maintain a businesslike atmosphere when wearing
sports clothes. Nowadays we can hardly say what
students can or cannot wear, but we can set a good
example in dress and in personal grooming.

Thinking about attitude. Clothing, grooming, and
other personal habits reflect your attitude. In the long
run, your attitude matters most. If children see you

as a positive, optimistic, supportive type of adult,

they will be encouraged to adopt similar attitudes
toward their work and toward each other.

Putting it together. You now know you have a great
deal to offer as a school aide. Teachers, parents, and
students will benefit from the work you do. This job
will be one of the most demanding and challenging
you have ever had. But it will also be one of the most
rewarding. You will have the opportunity to help
bring together the home and the school in the educa-
tional process. And you will have the opportunity

to help the inner-city child get the kind of education
he deserves.

O
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2 Workingina
School Situation

The role of the school aide varies from place to place.
In fact, few people agree on any one title that can
be given to all school aides. In one school you may be
called a “paraprofessional”; in another, a *teacher
assistant”; in still another, an “‘auxiliary staff
member.”” You can probably add other titles to this
list: “‘clerical aide,” "library aide,” *‘Head Start aide,”
even ‘‘school-community coordinator.” The many
different titles given to the school aide indicate the
variety of roles you can fill.

To make the going easier for you, this handbook will
use just one title, “school aide.” The term school
aide will include all those who are hired to assist in
instruction’aLo\r related activities but who are not
licensed teachers. So when you read the words *'school
aide”’ in this handbook, you will know that means
you, regardless of the title you are given.

No handbook can explain to every school aide exactly
what he or she will be doing on the job. But there
are some kinds of information about working in a
school situation that every aide should have. The
purpose of this section is to make you aware of some
of the information you will need and to help you get
that information.
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Preparing for Your Job

There are many different ways to prepare yourself for
a job as a school aide. One way is to think about
what you have to offer 1o the school. You did that as
you read the first section of this handbook. Another
way is to take advantage of any training provided
for school aides. Perhaps your school district requires
you to attend training sessions. 1f so, you will find
that your work in the school will be much easicr for
you because of the training you receive. In some
schools, the new aide is asked only to meet with the
principal or a supervisor to discuss the work he will
be doing. Usually you will be giveh the information
you need. But there may be times when you will
have o ask for information,

School policy. You will need to understand general
school policy before you begin your job. School policy
is simply rules that apply to the school. Most of the
rules that govern the school are designed to protect
students, employees, and the taxpayer. Perhaps you
will be given a handbook that explains school policy.
If you are, then you will want to study it carcfully.
If no handbook is available, the principal or a super-
visor will discuss the school policy with you. If you
do not understand, do not be afraid to say so.
Remember. somcone had to explain school policy to
the principal and to the supervisor as well. Here
arc somec of the questions you may want to ask.

1. Who is responsible for student discipline?
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2. Am I responsible for student discipline in any
way? If so, how?

3. Isanyone permitted to distribute advertising
materials in the school? If so, which kinds?

4. Am I permiuted to give out the names and
addresses of students? If so, to whont and under
what conditions?

5. Is smoking permitted in the school building or
on the school grounds? If so, are there specific
arcas where this is permitted?

6. Arc parents permitted to sce their children’s
school records? If so, amn I permitted to make
these records available?

7. Arc visitors permitted in the school building?
If so, am [ permitted to admit them?

8. Arc there certain matters that should not be
discussed outside the school building?

9. Who is responsible for stating school policy to
the community?

Personnel policies. T'herc arc some school policies
that relate to people working in or for the school.
These policies shape your daily work and help you
understand what is expected of you as a school
cmployee. Most school personnel policies are designedd
to protect you. In fact, in some areas aides have
organized into unions, which have negotiated
contracts covering policies. If this is true in your
district. a copy of the union contract will be available
to you. If no contract is available, these arc somne

of the questions you may want to ask.

O
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At what time must [ report for work?

Which days am 1 expected to work?

3. What is the procedure if I amn absent because of
illness? Who should be notified?

What is my rate of pay? May I expect raises?
How will [ be evaluated and by whom?

Am I protected if hurt while at the school?
Will I be eligible for fringe benefits, such as
health insurance and social security?

8. May | request a transfer to another school?
9. What are the grounds for dismissal?

o=

Mo

Schools, like other employers, want 1o maintain good
relationships with their employees. Good relationships
are based on mutual understanding. Your knowledge
of the personnel policies and practices will con-
tribute tc this understanding. This is an important
part of job preparation.

Knowing What Is Expected of You

Your specific duties will vary a great deal, depending
on the type of aide position you hold and the level
of the school.in which you work. Your duties as a
library aide in an elementary school will differ
greatly from your duties as a hall monitor in a high
school. In a few situations, the school will have a
very specific job description listing your duties in
detail. In most cases, however, the principal or your
supervisor will be reevaluating your job frequently
to make the best use of your talents. Even though
your job is a changing one, you may expect your



E

O

is

duties to fall into at least one of threc general areas:
(1) noninstructional duties; (2) instructional duties;
(3) home-school dutics,

Noninstructional Duties

Noninstructional duties arc those duties that often
take place outside the classroom. Even when they
are carried out in the classroom, they are not directly
rclated to the teaching of children. Effective educa-
tion in the classroom often depends on the work
that is done outside the classroom.

There are two types of noninstructional duties:

(1) duties that contribute to the smooth operation

of the school, and (2) duties that support the teaching-
lecarning process. Both kinds of noninstructional
duties offer you a great deal of variety and challenge.
Most you will be able to perform with a minimum

of formal training.

Duties that contribute to school operation. The
noninstructional duties that contribute to the smooth
operation of the school cover a variety of areas.
Thesc duties will give you a chance to become familiar
with the school personnel and school facilities.
Among thesc duties arc the following.

I. Supervising pupils in corridors, lunchrooms, and
playgrounds
Monitoring entrances to keep unauthorized
personnel out of the school and to give directions

1o

to parents and visitors

RIC

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:

16

Supervising, temporarily, a group of children
when the teacher is called away for an emergency
Assisting in the distribution of school supplics
Collecting lunch monies or field-irip fees
Accompanying a child to the school’s health room
Patrolling lavatory and locker room arcas
Dealing with disturbed or emotionally upset
children until they have calnied down

Duties that support the teaching-learning process.
Many noninstructional duties directly support the

teaching-learning process. Your work will contribute

directly to classroom activities. These duties will

help you understand the many ways in which children
learn and enable you to prepare learning materials.
Among these duties arc the following.

~n

S o
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Preparing instructional materials, such as work
sheets, tests, and overhead transparencies
Typing or duplicating materials prepared by
teachers

Compiling picture files for classroom use
Correcting test papers

Assisting individual pupils during study periods
Assisting with keeping classroom records, such

as attendance and assignmernt records
Obtaining and operating audio-visual equipment
Maintaining science, industrial education, and
honie economics equipment and supplies
Assisting with the supervision of children during
ficld trips

Assisting in the guidance office
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Instructional Duties

In most instances, you will be assigned instructional
duties only after you have received some formal
training. This training will usually be training
reccived at the college or junier college level. You
should not be discouraged by this training require-
ment. It can be just the incentive you need to get
that additional education you always wanted.

In some schools, aides are given the opportunity to
further their education at school expense. In
other schools, aides receive additional salary for the
additional knewledge and skill they bring to their
job. More and more frequently, aides begin with
noninstructional duties, and then enroll in
colleges or universitics to prepare for teaching jobs.
This is not accomplished casily. It takes several
years to get the training required to become a class-
room teacher. But your job gives you an advantage
that few other jobs have—knowing where you
want to go and exactly what you have to do to get
there.

When you are assigned instructional duties, you
will be working directly with teachers and students.
Instructional duties are exciting, varied, and chal-
lenging. These are some of the duties.
1. Tutoring one or more children in specific skills
2. Administering tests and examinations
3. Assisting students in the use of equipment, such
as the microscope or film projector

17
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4. Preparing study outlines, book lists, and tests

5. Locating books, films, and other instructional
materials for classroom or departmental use

6. Assisting in setting up and maintaining depart-
mental resource centers

7. Correcting written assignments

8. Assisting groups of students with special class
projects and research assignments

Home-School Duties
One of the most exciting areas for a school aide is
home-school duties. Even if your school employs a
school-community coordinator you will have the
opportunity to carry out some home-school duties.
These are some of the duties.
1. Helping children understand school rules and
expectations
2. Visiting parents of children new to the school
3. Inviting parents to the school to visit and to
attend parent-teacher functions
4. Visiting the homes of children who are habitually
tardy or absent

5. Interpreting language for parents and teachers

6. Discussing with parents their feelings about
the school

7. Discussing with teachers their feelings about the
community

8. Assisting parents and teachers to arrange
conferences

9. Accompanying sick children to their homes

Q
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10. Helping teachers and parents understand certain
learning and behavior prablems that relate to
the home and slow the educational process

Getting Straight on Supervision
Regardless of the duties you are assigned, you will
want to make sure you know who will make your
assignments and to whom you will report, In most
cases you will be assigned 1o a specific school and
asked to report directly to the principal. The
principal may ask someone elsc to supervise your
work. This may be an assistant principal, a teacher,
or even an experienced aide. In most elementary
schools you will work with one or more teachers, who
will be identified for you. In a large secondary
school, you will be nore likely to work in a group,
performing routine duties on a regular basis and
receiving special assignments.

Because you will be working closely with people, it
will be important for you to know a little about them.
Again, keep in mind that your job is a new and
changing one. You:may not have worked with school
personnel before, and school personnel may never
have worked with an aide before. How well you work
with school personnel depends a great deal on how
much you want to work well with them.

Working with the School Principal
Your first contact at an individual school will probably
be with the principal. Usually the principal sets
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the tone or the learning aunosphere for the entire
school. Those inner-city schools that are doing an
excellent job of educating children are administered
by principals who instill confidence, optimism, and
enthusiasin in the children, the staff, and community
residents. Since you will be working either directly
or indirectly with the principal, you will want to
understand his or her role and how you will relate to
that role.

The principal: an administrator. First, the principal
is charged, by law, with the physical protection of

the children, the staff, and the building. As you know,
some of your duties may include helping to protect
the safety of students. The principal is also respon-
sible for carrying out the policies of the school board
that relate to the enrollinent and attendance of
children. He protects you as a taxpayer, by certifying
payroll records of the employees and by keeping

an inventory of the equipment and supplies purchased
for the school. Some of the duties you may be asked
to perform will assist in these areas.

The principal: a coordinator. The principal is also
concerned with (he cooperation between parents and
teachers. He helps the parents become better
acquainted with the teachers and the school program.

‘He assists the parents in dealing with problems

concerning their children. He also assists teachers as
they work with cach other, with children, and with
parents. In short, the principal is the manager of

the school. His goal is to bring together all the people,
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all the equipment, and all‘the books, supplies, and
teaching materials in such a way that every child
may be a successful learner.

The principal: an evaluator. After you have been
placed in a school, the principal will tell you with
whom you will work, and discuss your duties. If you
have not already done so, you will want to ask
questions similar to those on page 14. As long as you
remain in the school, the principal will continue to
take an interest in your work. Since he has an overall
view of the school, he may find that your assistance
is needed in another part of the building and assign
you to other duties. If you see ways that you could
serve the school more profitably, you should discuss
this with your principal. Your school may have a
formal work-evaluation procedure in which new
assignments are made on a regular basis. If not, you
should expect to have informal discussions with the
principal about your work.

Working with Teachers

The greater part of your work is likely to be with a
classroom teacher, especially at the elementary school
level. Being able to talk with the teacher is the key
to a good working relationship. If you do not
understand what the teacher expects, ask for a further
explanation. Keep in mind that while you may never
have worked with a teacher before, the teacher may
never have worked with an aide, either. if the two

of you can keep the lines of communication open,
any problems that arise can be resolved.
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The teacher: a decision-maker. It is easy to say that
the teacher’s job is to teach. But what does that
mean? Classroom teaching may be divided into three
phases: deciding what children will learn, providing
experiences from which children will learn, and
measuring how well the children have learned.
Although the teacher will remain responsible for
deciding what is needed, you can provide information
that will help. Your observations of the children

in the neighborhood and in the school may help the
teacher understand their needs and interests.

The teacner: ar educaior. Once the teacher has
decided what children should learn, it is her job to
provide the necessary learning experiences. It will be
in this phase of the teacher’s work that you will
make your greatest contributions in a classroom.
Many of the noninstructional duties listed earlier
support learning experiences in the classroom.
Collecting field-trip fees, duplicating materials, and
operating audio-visual equipment are examples. The
instructional duties are all directly related to
children’s learning experiences. You will want to
work with the teacher in finding more ways in which
you can assist with learning activities. Suggest new
duties that you feel you are ready to assume. Be alert
for jobs that fit your talents and interests. Talk over
witl: the teacher ways in which you can extend

your assistance in the classroom.

The teacher: an evaluator. You may also be involved
with the third phase of the teacher’s task, measuring
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how well the children have learned. If you are
tutoring or helping small groups of students, the
teacher will check with you on how the students are
progressing. You may also be asked to administer
certain tests to the class or help correct tests. The
final responsibility for reporting children's progress
to parents will remain with the teacher.

The teacher: a model. The teacher serves as a model
for the children in her class. As indicated earlier.
you will also serve as a model for the children. You
will want to cooperate closely with the teacher in
presenting a consistent example of mature and
responsible behavior. The way you respond to the
the children, the teacher, and to other adults in the
school will influence the children’s attitude toward
each other and toward adults. When they see you
working with the teacher in a spirit of cooperation
and mutual respect, they will be encouraged to do
likewise.

Working with Specialists

In most of the larger urban schools, you will find a
number of special teachers and professional people
with whom you may be working. Among these may
be reading specialists, teachers of the emotiunally
disturbed. guidance counselors, school psychologists,
and school social workers. Most of these specialists
work with individuals or small groups of children.
You may be assigned the responsibility of escorting
children from their regular classrooms for these special
services. You might assist individual children with
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various activities under the specialist’s direction,

You may also be asked to assist in record-keeping.
Special education progruns vary from city to city and
cven from school to school within a single district.

lf you are assigned to work with a specialist, you will
be trained by the specialist or the program supervisor.

Working with Nonteaching Staff

Many people, with a variety of skills, are required 10
opcerate a modern school. Not all of them are teachers.
While you will usually not be assigned to work
directly with them, you will find your duties often
bring you in contact with nonteaching staff members.

The school secretary. If you arc required to sign in
and out at the oflice cach day, you will see the
secretary regularly. School secretaries keep time cards,
distribute pay checks, record employee absences,
keep track of school records, dispense school supplies,
and handle many other tasks. You will find that
school secretaries are usually quite helpful when you
must file a report or submit some school form such
as an accident report or a medical excuse for absence,
It is a good idea to call her when you will be absent,
and to let her know changes in your telephone
number or address, emergency contacts, and the like.

Working with other aides, It will be natural for you
to form close associations with other aides in your
building. Coffee or lunch is much more enjoyable
when shared with friends. These occasions also
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provide opportunity to share successes, ask advice,

or air problems. By working together in a spirit of
cooperation rather than competition, you can gather
new ideas and techniques for growth in your own job.

Xnowing What to Share

During the course of your duties, you will find out
a great deal about various children. You will see
incidents in the classroom or school of which the
child himself may not be proud. You will perhaps see
records or be part of professional discussions on
individual children. Children will often share
intimate family problems with teachers and aides.
This information should be treated as confidential
and not made part of the social discussion at the
break period or lunch table. Even the class “trouble
maker” or “problem child” must be treated with
dignity and respect. You will have experiences at
school that are filled with human interest, drama,
humor, or pathos. You may want to share some of
these experiences with family or friends. This should
always be done without using the names of the
children—or the teachers—involved.

Like others who make a carcer of working with
children. you will find a great deal of personal satis-
faction in your employment. Helping young people
develop into intelligent, mature citizens is an
exciting and humbling experience. Children deserve
the best that we can give them of our efforts, of
our talents, and of ourselves.
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3 Bringing School
and Community
Together

Our society has come to expect a great deal from its
schools. Educators arc expected to teach children
basic acadeniic skills, to prepare youth for future
jobs, to train children in good citizenship, to
encourage decent living, and to transmit the ideals
and values of our culture. Any one of these tasks is
more than can be accomplished solely within the walls
of a school building. The school and the community
must work together to provide for the total educa-
tion of children. As a school aide, you have important
contributions to make in this area.

Establishing Effective Communication
Most human endeavors depend on communication.
The doctor must communicate with his patient.
‘'The merchant must communicate with his customer.
‘T"he husband ust communicate with his wife.
Without adequate communication, those involved in
medicine, commerce, and marriage have problems.
This applies to those involved in education as well.

Recognizing the importance of communication. In
the inner city, schiool personnel have not fully
understood the community; nor have community
residents understood the goals and problemns of the
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schools. Some of the problems in urban education
may be attributed to a weakness in or lack of com-
munication. All teachers do not hear the results of
cducational rescarch. State legislators may not
adequately understand the financial problems of local
school districts, Administrators may not fully appre-
ciate the concerns of tcachers. Taxpayers may not
know how the school dollar is being spent. Commu-
nication 1s the basis of understanding, and clearly
the lines of communication are not as open as they
could be.

Recognizing the obstacles to communication. The
schools have not been entirely successful in carrying
their messaze 1o inner<city residents through
newspapers. radio stations, posters, and other mass
media. General mectings called by school groups are
often ineffective in attracting parents. Parenis and
other community members have not always found
it easy to 1alk to school pcople. School doors, locked
to protect the children, often represent a barrier

to those who have legitimate reasons for visiting the
school. "T'clephone lines may often be busy. The
hustle and bustle of a school office nay make the
school seem cold and impersonal to the visitor. The
teachers and administrators may not realize that some
of these obstacles to communication exist.

Opening the lines of communicatior:;, While you
won't be able 1o solve all school<ommunity commu-
nication probloms, you can help. First, by living

in the community and working in the school, you
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are in a position to recognize that there are many
people of goodwill in both groups who want to get
together to improve the education of children in the
conununity, Many parents may not realize that
teachers can be most casily reached by phone before
or just atter classes. Many parents may not know
about the special programs available for children with
learning problems. You may be in a pusition to
cncourage parents to call a program supervisor for
inforination or assistance. You may know several
parents who would be interested in becoming
volunteer tutors in the schools. You can share this
informauon.

Helping others to communicate. No onc can know
cverything about a large school system. When asked
about a particular proLlain or program, you should
not feel guilty about saying. 1 really don’t know

but you can call. .. . "This approach helps you avoid
providing second-hand information. It also gives

vou a chance to help others communicate.

Knowing how to communicate. Often person-to-
person contact is the most effective means of commu-
nicating with parents. Your knowledge of the neigh-
borhood will help in this cHort, Calling on a parent
after work to arrange a parcm—lca('hcr conference
may be more cffective than a note or phone call
from the school ofice. A personal invitation to a
parents’ meceting is more likely to result in the parent’s
attendance than an annoutcement from school. A
neighborhood canvass of four-year-olds could result
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in more accurate kindergarten pre-enrolliments than
an announccement about carly registration. Using
your knowledge of school and community, you will
find additional ways to increase conmmunication
between the two.

Dealing with Misunderstandings

A lack of communication often results in misunder-
standing. Olten. misunderstandings between parents
and school or between parent and parent can be
traced to rumors, In a school with several hundred
children of various ages. rumors spread rapidly. You
should be careful not to repeat ideas that do not
agree with what you know about people or situations.
You can also encourage others to reserve judgment
or dclay action until alter they have obtained more
direct information on the matter.

Reeping vour cool. Misunderstandings are often
extended and complicated by emotionalism. Indeed,
it 1s ditheult not 1o be emotional where one’s own
children are concerned. However. deaisions concern-
ing school and the education of children should be
based mere on reason than on emotion. Few decisions
arc so important that they cannot wait unul emotions
have sitmmered down a bit. In school or community
mectings you. can help avoid emotionalism by keeping
vour cool. By suggesting a break. a temporary change
of topic. or a postponciment of action. you may help

others regain their cool.

Accepting other viewpoints. Misunderstandings often
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lcad 1o attacks on individuals rather than on ideas.
It is casy to suspect that someonc with a differing
point of view has ulterior or sclfish motives. The
partics in a misunderstanding sometimes ind thew:
selves becoming more and more convinced of the
rightness of their positions. Seldom are we 100 percent
right. Different views inay cach contain parts of ithe
truth and togedier lead to the best course of action.
You may begin to resolve some misunderstanding
and controversy by the simple admission “You may
be right” or "I may be wrong.”” You can help others
understand that pecople of goodwill can have honest
diffcrences of opinion and that these differences
can be resolved through compromise.

Keeping the door open. When dealing with mis-
understandings involving the school, it is important
to keep people talking. If you can help keep the door
open to further talk. you will have hope of resolving
the misunderstanding. You may feel that a heated
discussion is a bad situation in which to find yoursclf.
1 55 still beiter than no discussion at all.

Helping Parents Understand Thelr Role
You will have many opportunities to bring school
and communiy together by helping parents under-
stand how important they are to the education of
children. As a neighbor. and perhaps as a fellow
parent, you can speak to parents about their role with
a franknes the teachr v or Hrincip -1 mav not be able
to use. You may find the following ideas useful when
talking with parents.
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Stressing personal relationships. It is good for all
parents to think about their personal relationships
with their children. This relationship can have a
marked effect upon the way a child learns in school.
Regardless of the financial condition of the home ‘or
the educational background of the parents, there are
many things all parents should be doing to improve
their child’s chances of success in school. But if a
parent is to help his child succeed, he must be able
to communicate with the child. A good parent- chxld
1elat10nslup is the basis of the communication.

Stressing physical needs. A parent is putting 2 child
at a disadvantage in school when physical needs arc
not taken care of. A child sent to school tired because
of lack of sleep, hungry because of a skimpy breakfast,
or uncomfortable from inadequate clothing is
starting out the day as a loser. Proper medical care
will assure that poor health or poor eyesight is not
hindering school progress. A quiet place in which to
study is also important, especially as the children get
into higher grades.

Stressing positive attitudes. The parents’ attitude
toward education is very important. If parents show
that education is important and worthwhile, the
child will be encouraged to think the same. Parents
can find many opportunities in their daily family life
to demonstrate how skills learned in school relate
to the child’s real world. Parents can be supportive
of the child’s efforts, regardless of report card grades.
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Stressing parental involvement. T he parent’s role in
the child's cducition extends into the school. Parents
should take thne to know and work with the people
at the school Towall not alwavs be casy to discuss
parental mvolvement with parents. Remember, the
chrld benetits from vour efforts. You mav find
another book in this series helptul in talking with
parents abour thair vole. Partners in Urban Edu-
catton: Getting It Together at Home 1s written
espeaially tor parents, with numcerous practical ideas

for helping childien leam.

Helping the School Understand Its Role
Lhere are many things that school people can do to
work with the community o help the vrban child
gt the kind of education he deserves. School people
can help make the s)chosl what it is intended to be—

the community educational center.

Stressing personal relationships. 1 he personal icla-
tonships between school personnel and communin
1esidents are very important to the conperation
between home and school. Community residents
should know that they are welcome i the school.
You can contnibute a great deal 1o thas effort. You can
alert teachers and admimistrators about sensitive
matters regarding personal relationships with com-
mumnity people. Probably the best kind of informaton
to pass on to school personnel 1s the fact thas com-
munity residents have a great deal to conuribute to
the total cducation of dnldien. Ther contributions

hould be sought and valued.
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Sharing school facilities. One mcaningful way to
bring school and community together in the education
of children is to share community facilities. The
school can lead the way in this kind of cooperation.
Most school buildings arc locked up each afternoon.
They arc closed on weekends. Yet these facilities
could be put to good usc in the community. Com-
munity groups should be encouraged to make use

of school facilitics. You can assist in this effort by
helping school personnel become aware of the need
for mceting facilities and suggesting that perhaps
responsible community groups could have access to
the school in after-school hours.

Sharing community facilities. There are many
facilities in the community that the school could
make good use of. Children learn best through
practical experiences. Teachers should be encouraged
to take students to stores, factories, and office build-
ings where practical learning experiences arc
available. When school personnel coinmunicate a
neced for the use of community facilities, community
people arc directly involved in the total education

of a child. Sharing of community facilities contributes
a great deal toward bringing school and community
together.

Using community resource people. Every community
has its share of talcnted people filling a variety of roles.
Certainly the school should make use cf these
comnuupity residents as resource people in the class-
room. Children learn morc about the world of work
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from workers than they learn from textbooks.
Children should be exposed to carpenters and caterers,
doctors and dishwashers, garage owners and garbage
collectors, lawyers and laborers, and the whole host
of community workers. You can assist in this effort
by pointing out commmunity workers who have
valuable information to share in the classroom. Again,
involving community residents in the educational
process brings school and community closer together.

Focusing on Children

Helping to bring the school and community together
may seciu at times to place you in the middle. If you
identify too closely with the school, the community
may fecl that you are turning away from them. If you
represent only the community, the school may -
accept you with hesitancy or suspicion. Your role as
an aide will mean focusing on what will benefit
children. You must not try to justify or defend the
school as an institution. That is a job for others.:
When you represent the community, it should be in
terms of how the community can contribute to better
education for children.

Your job will not be easy. Being in the middle
never is. Bringing school and community together
may well be the greatest challenge you will face.
But it is a challenge worth accepting and worth
dealing with—for you, for the community, tor the
school, but most of all for the children you are
conunitted to serve.
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4 Learning New
Skills

Working as a school aide may be quite different from
other jobs you have had. If you have worked with
people before, you will simply have to add to your

_knowledge of working with people. You will also be

O

requirzed to work with learning materials. This will
not be difficult. Probably every job you have had
required you to work with tools of some kind.
Learning materials are simply the tools you will use
in your job as a school aide.

Because the duties of school aides vary from school
to school, no handbook can teil every aide all he

or she will nced to know about aide skills. This
scction will provide, however, some general kinds
of-information you will need about skills required for
work as a school aide.

Most school aides need to develop three kinds of basic
skills: classroons skills, clerical skills, and commu-
nication and leadership skills. Some skills are easier
to master than others. Some skills require more
formalized training than others. You must not feel
you have to master every skill right away. Choose
one. Concentrate on that skill. Master it and move on
to the next. You will find the going much easier
than you thought it could be.
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Classroom SKills

Assisting in the classroom calls for a great variety
of skills. Yet mastering classroom skills makes it
possible for you to work directly with children in
instructional activities.

Supervising children. You will be expected to help
with the general supervision of groups of students

in every school, elementary or secondary. Children
often need some degree of supervision on play-
grounds, in corridors, lunchrooms, cloakrooms, and
lavatories, as well as in the classroom. The movement
of groups of children seems to generate an excitement
that can sometimes get out of hand. You will have to
develop your own style of supervising groups of
children. You will get ideas by watching teachers and
other aides supervise groups. Circumstances will

also affect how you will operate. For example, passing
another classroom should be done more quietly than
walking to a neighborhood library. Your demands -
should not be more restrictive than necessary. Some-
how, straight, silent lines seem more suitable for a
military parade field or a prison than for a school.
Children will respond to your shouts and physical
contact with more of the same. While every group
of children has its clown or mischief-maker, most
school youngsters will respond to you with respect,
especially when you treat them with respect.

Working with learning materials. An important part
of the instrisctional activity of the classroom is

RIC

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:

39

providing the teaching materials or supplies. You
may be asked to prepare the classroom for demon-
strations, projects, lectures, and other instruction.
[t will be important for you to learn the names anel
locations of available materials. In an elementary
school there might be books, math materials, records,
and the like. These are often kept in the classroom
er in a common storage arca. In a high school you
would find a greater variety of materials, usually
stocked in a departinental storeroom. By observing
how the materials are used and by reading labels and
the accompanying directions, you will soon become
familiar with the materials. With experience, you
will be able to anticipate which supplies will be
needed for certain lessons.

Keeping things in order. In every classroom there
are a number of housckeeping tasks that need
attention from time to time. Checking supplies,
setting up learning centers and displays, putting up
bulletin boards, and signing out books are examples.
Depending upon the grade level, you may be asked
to take over or at least supervise some of these tasks.
Most of these duties do not require you to learn
new skills. [t will be important, however, that you
learn what is expected. You will find that children
can assist you in these housckeeping tasks. Some of -
these housckeeping tasks provide valuable learning
experiences for children. You will, of course, want

to discuss this matter with the teacher before
assigning tasks to students. )
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Tutoring individual students. Assisting individual
children with their lessons may be one of your duties.
You will need to learn some tutoring skills to be
really effective sin this work. H your school system
does not offer the training you need, the teacher will
give you specific instructions on how to assist the
children. T'he reading consultant way have materials
to help you tutor children in reading.

Conducting small-group activities. If you arc asked
to handle small-group activities in the classroom,
you will need specific skills. In some schools. formal
training is required before you can be assigned

this type of duty. This training is most often
provided at a college or university. First, you need
background in the subject matter content. Subjects
such as mathematics. science, and even language
have changed a great deal since the average adult
was a student, By observing class activities and by
rcading available textbooks, you can acquire a great
deal of general knowledge in specific subject arcas.

You will also need to develop skills in different
techniques of leading small-group activities. Most
schools have professional libraries ihat contain
books or pamphlets on questioning skills, discussion
leadership, and project development. By reading,
carcful planning with the teacher, and analysis of
what works well for you, you can develop the skills
nccessary to handle small-group activities successfully.

Aruitoxt provided by Eic:



E

O

41

Clerical Skilis

Many of your duties will involve clerical skills. Your
clerical tasks will be generally related to classroom
activities rather than to duties in the school ollice.

By learning new clerical skills, you increase your
opportumtm lor scrvice. Classroom clerical duties
are sometimes tedious and time- -consuming. But you
should remember that they are valuable and necessary
to the smooth-running.classroon.

Keeping records. In cvery classroomn a gencrous
amount of record-keeping is required. There are
official records, such as eurollment reports, daily
attendance records, and report cards. Most teachers
have their own system of recording assignments,
grades, pupil advancement, and parent contacts. Many
of the newer instructional kits also require recording
or charting pupil progress through a learning
program. If you did not receive training in record-
keeping during your orientation, the teacher will. - .
provide the information you need. If any records are
to have incaning, they must be accurate. This will
take concentration on your part. Where possible,
record-keeping tasks should be done before the
children have arrived or while they are engaged in
activities not requiring your attention.

Handling finances. In some schools, you may be called
upon to handle money. Money for milk, lunch tickets,
field trips, school fees, books, and school pictures

arc examples. It is necessary to account for these
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funds with 100 pereent accuracy. Younger children
should be requested to bring nioney to school in an-
envelope. The envelope should clearly state how the
money is to be used. When you accept money from
students, make a note of it right away. Never mix
school funds with your personal money. Any money
to be held over to another day should be deposited
in the school ollice rather than kept in the classroom
or in your locker. Your carcful attention to the
handling of funds will prevent the embarrassinent of
explaining a shortage or a surplus.

Duplicating materials. Almost every classroom uses
some form of duplicated assignment sheets, work
sheets, tests, or messages to parents. The teacher can
assist you in learning to operate the duplicating
cquipment. 'The most cormimon machine is the spirit
duplicator. A carbon master is attached to a large
roller: fluid is wirned on, and a supply of paper

~ added. Fifty wurns of the handle result in fifty inex- . o

. pensive copies. A few times through the process with
the teacher and you will be an old hand at it.
Producing a large number of better-looking copies
requires more complex cquipment. Often, best results
are obtained if only one person always operates this
cquipment. Usually this person is the school sccretary.

Preparing materials for duplication. Preparing
materials for duplication takes more time and skill’
than duplicating inaterials. It will be important for
you to discuss your ideas for preparing materials
with the teacher. She may have samples she has
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collected-or uscd before. Occasionally she may want -

you to see commercially prepared masters that the
school has purchased. If you are asked to prepare
materials for duplication, you will do your work on

a carbon master. A carbon master is a special kind
of paper that is white on top and has carbon paper
beneath. You will have to take special care to be sure
that any words you write are legible, especially when
preparing materials for young children. Some schools

“have typewriters that are used to prepare masters.

. These typewriters usually have large type. If you

_the preparation of other types of instructional -

O

type the carbon master, make sure that the page does
not become too crowded. Again, the teacher can
suggest the amount of material that should be placed
on cach carbon master. She can also make suggestions
as to how the material should be arranged on the
master. )

Preparing instructional material. You inay assist in

materials. The kinds of matcrials you are asked to
prepare can involve you in writing spelling words on
the chalkboard or preparing slides for an overhead
projector. If you are assisting in primary grades, it
will be helpftul for you to learn the handwriting
system being taught so that your writing examples are
consistent with the teacher’s. The teacher will
provide you with a sample you can use. You will
need special training to prepare slides for an over-
head projector. The teacher or the audio-visual
specialist can provide this training.

RIC

Aruitoxt provided by Eic:



E

O

44

Using typing skills. I'vping isa valuable skill Man,
derical duties can be done mere cffectively wath some
tping abalinn. You mght lool for an evening aduh
dlass o1 a voaanonal «hool course 1o help vou ge
santed Fhis kind of dlasswork sali provide you with
the expart msarucaon. the use of good machimes, and
the disapline of regular pracice that will make dhis

il vomewhat cavier 10 master,

Communication and Leadership Skills

I he mipontance of communicaung with people has
been discussed several tnmes m this handbook. As
an ade vou will be communicaning with pupnls,
teachers, adimmsrarons. and parents continuously,
Improving vour commumicanion «kills will lead 10

mcreased job cectveness as well as personal growih,

Learning to listen. \ most important clement of good
COommunication i hacming, Listening s the mos
tapad mcans of gaiming new data or leaming new
wdeas. Yet tew of us are gaxd histencers. You can
imcrease vour hstening skills by concentrating on
being attentive 10 a speaker and hsiening for his
whole thought. You should 1eserve judgment and not
begin forming your reply unnl the speaker s
himshed. Asking darifyving questions and repeating
what vou think has been said 1end 1o inarease under-

standing

Learning to speak. H Listening is how we receive maost

ideas, 1alking 16 the means we use most often o share

RIC

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:

45

our sdcas and thoughts, Y