ROLES AND RESPONSIBILITIES

Outside class

1. Folder filling / planning
2. Reviewing feedback
3. Parent communication
4. Staff communication and feedback
5. Giving feedback of at-risk students to Asha

In- class 

1. Allocating students evenly to all instructors 
2. Having a 5-minute meeting before class and 10 mins meeting after class 
3. Ensuring no instructor is having too many students at any given time
4. CW allocation / HW allocation 
5. Identifying at risk students and giving specific instruction to staff & parents
6. Ensuring all students are motivated 
7. Conducting Achievement tests and giving feedback to parents and setting expectations for the next level
8. Checking and validating supplementary learning chart for 7A-4A


Training schedule

	Week 1
(May 24th to May 29th)
	· Discuss student specific feedback and share excel file
· Introduction of all the team members 
· Worksheet training (levels 7A – 3A English)

	Week 2
(May 31st to June 4th)
	· Worksheet training (levels 6A – B maths)
· Share the list of students and the instructors they work with 

	Week 3
(June 7th to June 11th)
	· Mock run through session 
· Share feedback sheet and discuss parent specific information 




