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to their full potential in a care and safe community 

 
   

    

 

Friday, 23 September 2016 

Dear Parents of children in Y6, 

Roles and Responsibilities in Y6 

 

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 Y6 the children can apply for the following roles: 
Job Purpose Tasks Skills Duration 

Personal 

Assistant 

Assist the teacher 

in a range of daily 

tasks 

 Hand out letter at the end of each 

day. 

 Collect any letters and take to the 

office 

 General administrative task for the 

teacher, i.e. ticking off names, 

highlighting names. 

 Take messages to other teachers. 

 Reliable 

 Responsible 

 Must use initiative 

 Independent 

 High attendance 

 Good communicator 

 Good at problem solving 

 Approachable 

 Can work to a deadline 

 Punctual 

Term 

Resources 

Manager 

Inform the teacher 

when stock is 

running low 

 Check the class stock at the end of 

each day. 

 Write a list of resources that are 

needed. 

 Inform the teacher.  

 Filling glue pots and wiping up 

spillages.  

 Reliable 

 Responsible 

 Independent 

 Good communicator 

Half-

termly 

House Point 

Informant 

Ensure the house 

point system is 

running efficiently 

 Remind children to record house 

points on the class chart. 

 Total the house points for each of 

the houses each week. 

 Complete certificates for the 

teachers to sign.  

 Inform the teacher when the 

certificate stock is running low. 

 Trim the certificates. 

 Reliable 

 Responsible 

 Independent 

 Good communicator 

 Neat writer 

 Effective use of the 

guillotine. 

Half-

termly 

ICT 

Technician 

Assist the teacher 

with ICT resources 

and manage them 

effectively. 

 Assist with collecting the laptop 

trolleys. 

 Give out laptops to pupils in class.  

 Collect in laptops, place in the 

trolley and ensure they are plugged 

 Reliable 

 Responsible 

 Independent 

 Good communicator 

 Good at problem solving 

Half-

termly 
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in.  

 Ensure all laptops are fully turned 

off before placing back into the 

trolley.  

 Ensure trolley is plugged into the 

power socket in the wall.  

 Ensure iPads are charged.  

 Assist the teachers with any ICT 

skills and knowledge, when required.  

 Create Powerpoints for class 

assemblies. 

 Good ICT knowledge 

 Able to work with a range 

of computer and Apple 

software. 

Telephonist Inform teachers and 

children of any 

phone messages 

 Answer the year base phone when an 

adult is unable to. 

 Communicate messages to the 

correct person.  

 Make basic phone calls when asked 

by an adult. 

 Reliable 

 Responsible 

 Must use initiative 

 Independent 

 Very good communicator 

 Good social skills 

 Friendly and cheerful 

disposition 

 Positive attitude 

 Quick to respond 

Termly 

Practice area 

site manager 

Ensure the practical 

area is ready to be a 

learning environment 

for the rest of the 

day. 

 Management of chairs. 

 Ensuring it is clean and tidy.  

 Clean up any spillages 

 Sweep up using a dust pan and brush 

 Reliable 

 Responsible 

 Clean and tidy 

 Friendly and cheerful 

disposition 

 Positive attitude 

 Good attendance 

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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