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Introduction

Supplementary Learning Support, the Ministry of Education initiative to support students who have significant and ongoing needs but who are not eligible for ORRS, has been in place since late 2003.

Initially the resource was available for 500 students; however, based on data collected from the first phase of implementing the initiative, Cabinet extended the resource to 1000 students in 2005.

By June 2006, the resource will again be extended to 1500.

The Supplementary Learning Support (SLS) initiative provides additional teacher time by way of Learning Support Teachers (LSTs)employed by a host school which is responsible for management of the resource for specified clusters of schools.

Additionally, specialist input from Ministry of Education special education staff is provided; to the students and their teachers, to Learning Support Teachers and to the host school SLS Management Committees.
Over the past 18 months the successes and challenges of the SLS initiative have been noted. For example the Annual Review of students receiving supplementary support has never been clear in terms of process or how students are reviewed off SLS. This has now been established and is included in this pack.

While all host schools and LSTs have the SLS Guidelines which explain the management of SLS, this information pack is designed to be a more practical resource.

.

SLS Management Committees 

The Management Committee provides advice and assistance to enable:
· the host school principal and host school Board of Trustees to achieve their management responsibilities in regard to the Learning Support Teacher service;

· the Learning Support Teacher to carry out his/her role as specified in the job description
Management Committees consist of at least:
· Host school principal

· Two representatives from cluster schools, at least one of whom must be an RTLB;

· GSE representative

· LSTs employed by the host school

The mix of people on the Management Committee should represent the types of schools in the host school catchments e.g. if the host school is an intermediate school, RTLB and principal representatives should be from the secondary and primary sectors.

Note: A quorum should be the Learning Support Teacher, the host school principal, an RTLB representative of the cluster schools and a GSE representative.   The committee may co-opt as required.

Responsibilities of the Management Committee
To meet at least annually 

· To review the students on the LST roll
To meet when:

· Moderation of nominations of students, prioritisation and allocation of the resource to a student to fill a vacancy on the LST roll is required 

· A conflict situation occurs within the clusters of schools relating to the management of the resource that requires careful consideration to resolve

· Requested by the host principal for other reasons

Note: 

Purpose and responsibilities of the Management Committee is included in the ‘GUIDELINES FOR HOST PRINCIPALS, LEARNING SUPPORT TEACHERS 

AND MANAGEMENT COMMITTEES’
Employment of LSTs:

· Host school principal informs Management Committee of vacancy occurring, proceeds with advertising the position and establishes an appointment panel

· The appointment panel for short listing and interview should at least consist of host principal, GSE representative, RTLB representative and principal representative. 
Host School Responsibilities

Establishment Grant
An Establishment Grant of $2,000 GST inclusive is paid to each host school as a once only grant to assist the school with set-up expenses. This applies to each teacher employed.  There is no specific property assistance from the Initiative.
It is expected that the host school ensures the LST has appropriate accommodation within the school as a base to work from with access to resources and working space. 
If accommodation is difficult the host (employing) school may negotiate for the LST to be based in anther school in the clusters, whilst remaining the host school. 

Administration Grant (Updated January 2010)
The Administration Grant is an annual grant of $3,193.26 GST inclusive per Learning Support Teacher position.  The Administration Grant is not prorated for part-time positions.

This is a standard grant paid to the host school on a quarterly basis as part of the regular operational funding instalments. The grant is to help the Management Committee meet the administration costs such as cleaning, telephone and fax lines, cell phones, ongoing professional development and resource materials for the Learning Support Teacher. The Ministry will advise the host school and the Learning Support Teacher of the amount each year.  Heating, lighting, water, and building maintenance are not deducted from this grant.

Resources purchased from the Administration Grant remain the property of the Learning Support Service and will move with the teaching position should it be relocated to another school.
Policies for the LST service:

The intention of placing LSTs, where possible, with host schools already managing the RTLB service to schools, was not only to provide for collegial support but because policies around an itinerant service would already be in place and easily adapted for the LST service.
There are a few LSTs employed by host schools that are not managing an RTLB service, and those schools will need to develop policies for an itinerant service. 

The host school principal is responsible for development of any additional policies and procedures related to the LST role.

The LST is an employee of the host school and as such is bound by the policies of that school first and foremost.
These would likely include:

· Performance management and performance appraisal (these may need some adaptation for the LST service)
· Professional standards adherence
· Teachers Code of Conduct

· Complaints procedures

· Requests for Professional Development

· Procedures for reporting abuse

Some policies needed for an itinerant service:

Travel policies
· Use of own car – recording of mileage / purpose of travel documented
· Reimbursement of travel – how, when

· Insurance –accident while on the job

· Not transporting students – issues of safety e.g. accident -potential litigation, abuse – potential allegations made against teacher 

· Accountability - ensuring host principal knows where LST will be and approximate time for return (safety)

Professional Development

Comes out of annual attachment grant and should be directly related to work.

· Procedure to request professional development (in line with host school policy)

· Reporting back to host principal / Management Committee

Home visits

Note: 

LSTs are not required or expected to visit the homes of students, nor should they work with students at home. 
Their role is within the student’s school setting.

There may however, on occasions, be a need to visit a family e.g. to establish initial relationship and explain role, or to gain information related to the student’s needs i.e. gaining parent perspective.

Note: Any policy around home visiting should include:

· Agreement from the student’s principal that a home visit is necessary

· An expectation that the LST informs the host principal of the purpose and gains agreement prior to visiting

· Not visiting a home alone or, at the very least, taking a cell phone and informing host principal of time due to be back

Policy on file management and reporting
A confidential student file needs to be established and should at least include 
· Relevant student demographics, and contact details of significant people

· A contact sheet that describes gives dates and purpose of contact and with whom, and that describes any activity that took place
· Assessment data and analysis and subsequent programme plans

· Monitoring of progress towards outcomes recorded and updated regularly

· Individual Education Plans developed with school, family and GSE
· Regular student progress reports and recommendations for class teacher/s recorded

· Working notes, raw assessment data

· Correspondence

Reports

Policy should include process of reporting:

· To Host Principal – how often, what expectations, what format

· To Management Committee – annual or when requested

· To Ministry of Education – annual report

It is strongly recommended that the LST also supplies a written to the host principal each term that informs of individual student progress.

This report will help with the Annual Review process and should include:

· Date the student started with LST

· Current academic baseline data - in particular literacy and numeracy

· Progress through IEP goals evidenced by  detailed monitoring / evaluation process
· Evidence of increased participation in classroom learning and social activities supported through inclusive practices
· A list of current support being provided by school, GSE, RTLB etc

· Evidence that support is still supplementary, relevant and effective.

Note:

This report should also be made available to the principal and class teacher/s of the student’s school, and to the GSE professional involved, to ensure open and transparent communication.

Filling vacancies that occur throughout the year

From time to time throughout the year a student may shift out of the clusters of school the host school is responsible for.

The student’s principal is responsible:

· For informing the LST and or the host school principal should a student move, and if known, the school to which the student is transferring to

· For ensuring that the fact that the student has been receiving supplementary learning support is flagged, and that the student’s file contains the LST assessment and individual programme information

The LST is responsible:

· For informing the host school that a student is moving from the roll as soon as it is known 
· For ensuring the student’s file is updated in case it is requested by the LST in the area the student shifts to
· For ensuring the name of the student and reasons for moving off the roll are recorded in the annual report to the Ministry of Education

The host principal is responsible:

· For calling for nominations to fill the vacancy from GSE and from RTLB who service the clusters

· Sending nomination forms to GSE and to RTLB with a due closing date

· Organising a date for the SLS Management Committee members to meet for moderation purposes

RTLB and or GSE are responsible:

· For the identification and nomination of students who are eligible for SLS, completing and signing the nomination form and submitting to the host school by the due date

SLS Management Committees are responsible:

· For moderating the nominated students using the national ranking system, and prioritising them in order of highest need.

· Determine which student has the highest prioritised need and therefore will fill the LST vacancy

The host principal is responsible:

· For informing the referring RTLB and or GSE staff member in writing of the outcome of the moderation process for their nominated student/s
· For ensuring the LST has a copy of the successful student’s nomination form for the file

· For informing the successful student’s principal and explaining the resource – how it works, that it is supplementary to the existing resources in place for the student and not replacing, when the service will start, and the expectations of the student’s school

· For personally, or by delegating another Management Committee member, introduce the LST to the school
· For informing GSE that a new student has been allocated the resource so the specialist component of SLS can be organised

· For keeping the nomination forms of eligible students in prioritised order for three school months so should another vacancy occur within that time, the highest prioritised student would receive a service.
· For shredding (or returning to the referrer) the student nomination forms once 3 school months has passed. This is because the assessment data provided for moderation has to be less than 3 months old for a student to be eligible.

Review Process for Individual Students

1. Ongoing Termly Review.  The following information should form the basis of the termly report on individual student progress:

· Current academic data in particular literacy and numeracy Baseline data to include date of entry.  Progress through IEP’s goals and previous termly reports.

· Evidence of increased participation in classroom learning and social activities supported through inclusive practices, generalisation of skills and essential skills.  A list of current support being provided.

· Evidence that the support is still supplementary, relevant and effective.

2. The annual review of individual students must be done during term three in order for a timely transition process should a student be reviewed off SLS. 

· It is the Host School Principal’s responsibility to inform the student’s school when the review will occur, and the outcome of the review.

For a student to be taken off the LST roll, they must meet one of the following criteria.

· The student has been performing at Level 2 for Literacy and
             Numeracy for two consecutive school terms or;
· The student transfers to a setting with low student / teacher ratio and has appropriate, well resourced, effective and relevant school based programmes and resources and the Management Committee feels  there is no additional benefit or need for supplementary learning support for the student 

Transition off the LST Roll

Should a student meet one or both of the above criteria and the Management Committee makes the decision to discontinue supplementary learning support:

· It is the Host School Principal’s responsibility to inform the student’s school about the outcome of the review process and the Management Committee’s reason for discontinuing the support (based on criteria)

· The transition process should be implemented over one school term. This should be a carefully negotiated process to ensure teachers are able to maintain the progress of the student. 

Note: Students can only be reviewed off SLS at the time of the annual review except when:

· The student’s Principal or class teacher refuses to engage with the LST and;

· The Host School Principal and LST have worked closely with the student’s principal in an attempt to overcome any barriers to the LST service to the student being implemented and;

· The attempt to address the issues have continued for a full school term without progress

It is the Host School Principal’s responsibility to inform the student’s Principal, in writing, the reason for withdrawing SLS from a student 

The key tasks of the Learning Support Teacher.

The following is a list of tasks that would form an outline for LST casework.  Minor variance may occur in detail or timing of events and personnel may vary according to the needs of the student.  The collaborative nature of the plan would remain constant.

Steps

1. Initial Meeting – the LST would meet with the classroom teacher/s of the student to: 

· Allow the teacher/s to express any goals or aspirations they may have for the student.
· Share information on their roles, responsibilities and key tasks with regard to the student’s learning.
· Describe how the LST might work with this student.  This may include;
· Observing
· Undertaking academic assessment
· Working individually with student
· Demonstrating teaching techniques to the Teacher Aide or Teacher
· Enhancing TA skills through professional development provision
· Collaboratively developing an ongoing educational programme for the student
· Researching ideas that may assist in programme development
· Building resources that may assist the teaching programme
· Negotiate access to educational documentation.
· Explore current academic performance of the student and need for further assessment.  This may involve viewing a current IEP if applicable.
· Jointly decide on most suitable visiting times.
· Share contact details and LST weekly itinerary to enable ongoing contact as required.
· Negotiate IEP meeting time, who needs to attend and establish responsibilities for contacting those people who need to be there.
2. Start a working file which includes names, contact details of significant people, baseline assessment data and ongoing records around the student and their support plan.

3. Familiarise themselves with the students educational history.

4. Arrange to meet the student’s family, Teacher’s Aide and any other support people involved with the student.  It may be prudent have a school person support the LST on their first visit to the family.

5. Attend the IEP meeting.

6. Collaboratively develop the student’s programme as agreed at the IEP.

7. Attend review meetings.

8. Gather data and report to management on a regular basis information that informs them of the students progress and the nature of the LST work.  This should assist the formation of annual review of each student and inform the annual SLS report.







