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To enable all children to feel valued, to experience success and to develop 

to their full potential in a care and safe community 

 
   

    

 

Friday, 23 September 2016 

Dear Parents of children in Y4, 

Roles and Responsibilities in Y4 

 

As a school we believe it is vitally important that children are given the opportunity to take on a variety of roles within the school and to understand 

what it means to be responsible. We have a number of jobs within each year group that children can apply for and undertake for a set period of time.  

 

The jobs have been designed to give them the chance to develop key skills which will be important throughout their life and at the next stage of 

their academic career, whilst gaining confidence. All children within the year group are eligible to apply for the jobs and will be expected to complete 

an application form if they decide they wish to take on this responsibility.  

 

Within Y4 the children can apply for the following roles: 

 

Job Purpose Tasks Skills Duration 

Teacher’s 

Personal 

Assistant 

To help the teacher 

with a range of tasks 

 Give out books. 

 Take messages. 

 Total housepoints each week. 

 General administrative tasks. 

 Organised. 

 Good time management 

 Enthusiastic 

 Problem solver 

 Independent 

 Reliable 

Half-

termly 

Mail Master To ensure letters are 

handed out and 

collected in. 

 Hand out letters at the end of the day. 

 Write names of absent children on 

letters. 

 Store spare letters. 

 Collecting returned letters and taking 

them to the office.  

 Organised 

 Trustworthy 

 Neat writer 

 Enthusiastic 

 Problem solver 

 Independent 

 reliable 

Half-

termly 

Trolley Crew To organise the lunch 

trolleys 

 Ensure lunch trolleys are kept tidy. 

 Deliver trolleys before and after lunch.  

 Organised 

 Reliable 

 Tidy 

 Trustworthy 

 Good memory 

Half-

termly 

Peg Patrol To ensure cloakrooms 

are organised 

 Check the pegs are tidy. 

 Pick up bags and coats that have fallen 

on the floor. 

 Organise lost property. 

 Organised 

 Reliable 

 Tidy 

 Trustworthy 

 Independent 

Half-

termly 

Resource 

Distribution 

Team 

To organise resources  Check pens and pencils are in the correct 

places. 

 Get our whiteboards and pens as 

necessary. 

 Inform teacher of missing resources.  

 Organised 

 Good time management 

 Problem solver 

 Independent 

 Reliable 

 Trustworthy 

Half-

termly 

 

Please do talk to your child about any position that they may be interested in taking on and encourage them to have a go at taking on a role.  

 

Yours sincerely 

 

 

Jackie Green (Mrs.) 

Headteacher 
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