Classroom Assistant
Pre-K 8:00-3:15
8:00 Arrive

1) Stay in classroom to get ready for the day

a. Get anything needed 

i. Office – paper pencils etc.

ii. Norm’s Room – Towels - Tissues  
2) Scan the environment:

a. Sharpen pencils

b. Refill activities

c. Return misplaced activities

d. Be sure rugs are tidy

        8:10 Beginning of day greetings
1) Drop off

2) Greet at door

3) Help children
8:30 – 11:30 Work in the classroom

1) Prepare snack

2) During class time

a. Remind children of ground rules – work time

i. Quiet voices

ii. Careful feet

iii. Kind hands

iv. Return work to correct place

v. Unroll / reroll rugs on floor

vi. Use art mat when appropriate

b. Remind children of ground rules – line time

i. Sit politely

ii. Raise hand

iii. Pay attention

iv. Walk behind not through the middle of the circle

v. Wait your turn – cooperate

c. Remind children of ground rules – outside

i. Walk in a careful quiet line

ii. Use correct equipment correctly

iii. Take turns

iv. Up the steps/ladder down the slide

v. Keep stick/ mulch on ground

vi. Share the sand toys

vii. Keep shoes/sandals on

viii. Keep sand on the ground

d. Monitor snack

e. Monitor restroom especially for new children – along with hallway monitor
f. Monitor classroom so teacher can focus on lessons

11:00 Ready the classroom for closing

1) Clean up snack – prepare for afternoon

2) Sanitize tables

3) Restore order to classroom

11:15 Walk children to daycare

11:15-12:15 Lunch with Extended Day
12:20 -12:30 Arrive  
1) Stay in classroom to get ready for the day

a. Get anything needed 

i. Office – paper pencils etc.

ii. Norm’s Room – Towels - Tissues  
2) Scan the environment:

a. Sharpen pencils

b. Refill activities

c. Return misplaced activities

d. Be sure rugs are tidy
3) Beginning of day greetings
a. Greet at door
b. Help children

12:30 – 3:30 Work in the classroom

3) Prepare snack

4) Scan the environment:

a. Sharpen pencils

b. Refill activities

c. Return misplaced activities

d. Be sure rugs are tidy

5) During class time

a. Remind children of ground rules – work time

i. Quiet voices

ii. Careful feet

iii. Kind hands

iv. Return work to correct place

v. Unroll / reroll rugs on floor

vi. Use art mat when appropriate

b. Remind children of ground rules – line time

i. Sit politely

ii. Raise hand

iii. Pay attention

iv. Walk behind not through the middle of the circle

v. Wait your turn – cooperate

c. Remind children of ground rules – outside

i. Walk in a careful quiet line

ii. Use correct equipment correctly

iii. Take turns

iv. Up the steps/ladder down the slide

v. Keep stick/ mulch on ground

vi. Share the sand toys

vii. Keep shoes/sandals on

viii. Keep sand on the ground

d. Monitor snack

e. Monitor restroom especially for new children

f. Monitor classroom so teacher can focus on lessons

3:00 Ready the classroom for closing

1) Clean up snack – prepare for afternoon

2) Sanitize tables

3) Put chairs on tables

4) Restore order to classroom

3:15 Walk children to daycare

