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Educational Aide (Kindergarten), GS-1702-04
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	Performance Element

(If critical, check box)
	Satisfactory Performance Standard
	Comments
	
	
	

	1. Supervision of Students
	 FORMCHECKBOX 

	a) Assembles students at designated points and monitors dismissal and movement through halls and corridors while moving students to the cafeteria.  Monitors orderly lunchroom activities.  Monitors lunchroom cleanup and assists students to place paper and uneaten food into appropriate disposal receptacles.  At the end of the lunch period, assembles students at designated lineup areas for movement to playground.

b) Monitors a designated recess area.  Assures safe recess activities by demonstrating safe play practices and use of playground equipment.  Enforces safety rules. Maintains order and safety to prevent unsafe/dangerous practices.  Prevents altercations between students.

c) Assists in improving and expanding the instructional quality of the program by providing individual/group instruction, utilizing a variety of methods and techniques.
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	d) Identifies and reports issues, problems, or concerns potentially affecting student health or welfare.  Prepares completely and accurately and accident /injury report (DS Form 4801) for students who have been in an accident of injured.

e) Maintains a positive attitude in interactions with staff, students, and parents.

f) Communicates with supervising educator on a regular basis concerning specific duties and program objectives.

g) Maintains necessary records accurately and in a timely manner maintains confidentiality of information regarding students, staff, and administration.

h) Assists with administering and grading tests.

i) Maintains discipline with students at all times.
j) Assists in improving students’ attitudes toward schoolwork, studies, peers, and adults.
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	2. Contributes to Positive Educational Environment.
	 FORMCHECKBOX 

	a) Greets students upon arrival in the classroom in a friendly and positive manner.

b) Secures necessary materials and equipment for classroom activities, including student and teacher supplies, prior to the activity in which the supplies are required.

c) Maintains building security in accordance with established policies. 
d) Utilizes communication techniques that contribute to the development of cooperative and positive self-concepts in students, parents, and colleagues, resulting in a positive school image.
	     
	  
	  
	 

	3. Manage Lunch Ticket Borrowing Program
	 FORMCHECKBOX 

	a) Operates the established lunch ticket-borrowing program.

b) Mails letters to parents for collecting overdue borrowed tickets.
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	4. Contributes to the Total School Program.
	 FORMCHECKBOX 

	a) Remind students of the rules and consequences in a well-modulated speaking voice.

b) Contributes to and/or cooperates with school committees.

c) Performs clerical tasks that are related to the teaching objectives.  Included but not limited to typing, duplicating, letters to parents, etc.

d) Assists in maintaining an organized and well-equipped instructional area.

e) Supervises the loading and unloading of buses as required.

f) Attendance, filing and student records are maintained and accurate.

g) Can use all classroom equipment.

h) Assists parent volunteers or classroom visitors.

i) Provide constructive criticism and praise.
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	5.  Relationship with Students, Staff, and Parents.
	 FORMCHECKBOX 

	a) Remind students of the rules and consequences in a well-modulated speaking voice.

b) Contributes to and/or cooperates with school committees.

a) Assists parent volunteers or classroom visitors.

b) Provide constructive criticism and praise.

c) Fosters communication with students that encourages interaction and feedback.

d) Cooperates with other staff members and school administration.

e) Shows a positive attitude toward students, parents, and staff members.

f) Assists with playground/lunchroom duties as assigned or needed.

g) Helps to improve student attitude toward school work, studies, peers, and adults.
	
	
	
	


	COMMENTS



	The overall performance rating (defined in the performance appraisal regulation) is based upon the employee’s performance in meeting the requirements of the job performance standards.  Signature indicates that a particular step has been completed and understood by all parties.
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