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A. Purposes
To  ensure ORRS resources are used effectively for the purposes for which they are provided
B. ORRS Part time teacher and teacher aide employment:

1. Teachers Aides

a. The separate Teachers’ Aide Procedure (Procedure 3.16) details the employment arrangements for teachers aides

2. Part time teachers

a. All part time teacher employment related to ORRS pupils is arranged by the principal

b. No changes in hours of employment should be made without approval of the principal.

C. Special Needs co-ordinator:

1. Responsibilities

a. The special needs coordinator oversees, guides, supports and co-ordinates  programmes for special needs pupils.
b. Class teachers remain responsible for each of the programmes for all of their pupils.
D. ORRS: Class Teachers’ responsibilities
1. The class teacher has overall responsibility for:

a. the pupils' programme.

b. decisions about how the resources (staffing and funds) provided to support the child are used

c. allocation of tasks / responsibilities to part time teachers and teachers’ aides, and guidance, support and monitoring of their work. 

E. ORRS: Part time teachers

1. Responsibility for the pupil’s programme

a. The class teacher is responsible for the pupil's programme.
b. The part time teacher role is to support the class teacher in providing the ORRS student with an appropriate programme.
2. The part time teacher will:

a. Predominantly work 1:1 with the pupil, or with the pupil in a group, either within the classroom or in a withdrawal group, including any related planning, preparation and assessment.  
b. May in addition be asked to:

i) Work with the whole class to enable the class teacher to work with the ORRS pupil, or to prepare lessons and resources

ii) Prepare materials for the class teacher, carry out assessments, write up reports and do other work to assist the teacher
iii) Guide and support the teachers’ aide

3. Hours of employment

a. Part time teachers are employed for a certain number of class or pupil contact hours. They are expected to do preparation and other related teacher-like tasks outside the class contact time.
b. Part time teachers are expected to be available for planning, IEP and staff meetings when required.
F. ORRS Teachers’ aides:

a. Work individually with the ORRS pupil carrying out a programme prepared for the pupil by a teacher or specialist. This programme could involve instruction, support for inclusion in the class programme, support for health & safety issues

b. Carry out any tasks to support the class teacher in preparing for work with the ORRS pupil or the class as a whole

G. ORRS Timetables:

a. Part time teachers and teachers' aides' timetables should be drawn up by the teacher in consultation with the part time teacher or teacher aide, the special needs coordinator and any other teachers who work with the same part time teacher or teachers’ aide.

b. The timetable should be approved by the special needs coordinator and a copy given to office manager.
H. Use of ORRS funds allocated for the pupil:

1. ORRS Funds allocated for the support of the pupil can be used for:

a. The purchase of equipment and supplies related to the pupil's needs

b. Payment for staff development costs for the class teacher, part time teacher, or teachers' aide including course fees, travel, and the employment of relieving teacher aides.

c. Paying any other costs related to the pupil's programme or special needs

2. ORRS Financial management

a. The office manager will allocate an accounting code for the orders. See the office manager for guidance in writing orders related to ORRS funding.
b. Monthly accounting reports will be provided to the teacher and SEG Coordinator. 


