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THINKING TO LIVE- we encourage students to 

THINK… 
It is okay when we make mistakes - we learn from exploration. 
If we try something new, we must persist. 
We will always display effort in expressing our own ideas. 
If we believe in our self, we can achieve more. 
When we set goals, we find we are more successful.  
When we set time limits, it helps us plan to get our work done.  
It is okay if we think differently. 
 
 
  

BEING A CLASSROOM ASSISTANT OR VOLUNTEER 

What does being a Classroom Assistant or volunteer mean? 
Assisting in the classroom under the direction and supervision of the teacher, you will support teaching 
and learning by: 

 assisting to maintain a tidy and clean environment 

 providing a role model for learning by modelling our school values of Respect, Responsibility,      
Integrity, Aspiration and Teamwork 

 working with small groups of children under teacher guidance and supervision 

 assisting with preparation of learning tasks - laminating, photocopying  

 supporting children to develop independent learning behaviours by prompting them to problem 
solve  

 modelling, supporting and encouraging children to have a go, do not do the work for them 

 assisting and guiding children to use the digital technologies in a responsible manner 

 supporting and encouraging children by praising their efforts 

 allowing children thinking and planning time 

 repeating teacher instructions to children step by step 

 allowing children to make and learn from their mistakes 

 encouraging children to take risks with their learning 

 asking the teacher for help when you are not sure 

 asking the teacher for clarification of teacher instructions if unclear 
 

Things to consider when working with children… 

 all children can learn with support at their own rate and entry point 

 children have different learning needs 

 retain CONFIDENTIALITY, the privacy of parents and children must be respected at all times 

 do not mention the names of teachers and children with whom you work with in front of your 
own children and other parents 

 seek advice and support from your classroom teacher, Principal or Assistant Principal  

 refer to Mandatory Reporting guidelines and policy on the school’s website 
https://www.blackhillps.vic.edu.au/ 
  

HELPING WITH SPEAKING AND LISTENING 

Here are some sample activities classroom helpers may be involved in: 

Picture chats  Use open ended question prompts to develop vocabulary and extend understanding: 
o I wonder… 
o What if… 
o How did… 
o When might… 
o Just suppose… 
o I see… 
o I think… 

 
 

https://www.blackhillps.vic.edu.au/


 

Show and Tell 
News 
Share time 

 Ask questions 

 Draw out information 

 Clarify  

 Encourage turn taking to respond 

 Model social protocols 

 Summarise information  

  

SUPPORTING STUDENTS WITH THEIR READING: 

The most important thing to do to become a better reader is to read a ‘best fit’ book. We use an 
acronym to help children select their books. 
Reading is about making meaning of written words so 
we give the children as many clues as we can by talking 
about the book before and during the reading.  We 
encourage the children to use the pictures to help them 
with the words, look at the first letter and ask them to 
listen to their reading to decide whether it makes sense. 
 

PAUSE, PROMPT, PRAISE: 

PAUSE 
Before responding, it is important to first wait, giving the 
child time to work out the word for themselves. 

PROMPT 
Encourage them to look at the pictures and ask; 

 What word might make sense? 

 What would sound right? 

 What does it start with? 
 
 

 

 
 
 
 
 
 

PRAISE 
 PRAISE 
At all times it is important that children are praised and encouraged for their efforts. The support and 
encouragement provided by you, will greatly assist children’s reading development.  
Try comments like: 

 I like the way….That’s what good readers do. 

 Well done on the manner in which you… 

 That’s really great how you… 

 You must have been practising… 

 You did a lot of work today. 
 
Encourage children’s reading even if it is not correct. Give plenty of praise and don’t dwell on mistakes.  
Encourage and praise children’s attempts to read. 
Always put aside a book if they have no interest in reading it and get another one. 
 

If the word makes sense… 

 allow the child to continue reading. 

If the word doesn’t make sense… 

 re-read the sentence and encourage the 
child to have another try 

 tell the child the word 

 re-read the sentence using the correct 
word 



 



 
 

Things to do BEFORE reading 
 

 Encourage children to look at the title and cover of the book and predict what it might be about.  

 Look through the book together and discuss what is happening in the pictures, point out any 
words that may be tricky and read them to or with your child. 

This discussion will help them to become interested and confident in what they are about to read. 

Use the following getting ready to read conversation starters to tune the children into 

reading; 
 

I think the text is about… 
The pictures in my mind when I hear the title are… 
I predict that … might happen. 
The ideas the text may mention could be… 
I think this is about … because… 
Words I may encounter could be… 
 

 

Things to do DURING reading 
 Allow children to be in control of the reading by holding the book themselves and turning the 

pages.  

 If the children are in the early stages of reading, you might like to read the book to them first.   

 If children are reading the book to you and are struggling with the words, ask them if they would 
like you to read alternate pages or to finish off the book. 

 
 



In the early stages children may need to point to the words with their finger as they read, once they 
become more fluent they may be able to read ‘just with their eyes’. 

 Point out key words in the text and explain words they may not know the meaning of. 

 Ask a lot of questions, e.g. “What is happening now? What do you think will happen next?  What 
is he or she doing? 

 Answer their questions even if it interrupts the flow of the story. 

 Encourage children to look at the pictures for clues to predict what might happen. 
Remember if they get stuck on a word…...  

Pause, Prompt, Praise 
  

Use the following while reading conversation starters to support student’s comprehension 

of what they are reading: 
 

When I read I will pause and ask… 
The text has told me so far that…  
Another way of saying this sentence is… 
This part of the text means… 
This happened because… 
I think…may happen next because…. 
If I was in the story, I would hear…see…feel…do… 

 

Things to do AFTER reading 
 Talk about the book and encourage children to re-read parts of the story with you. 

 Revisit any difficult words in the text. 

 Talk about the characters, plots and settings of stories, e.g. “Which was your favourite 
character? Where did the story take place?”  

 Discuss what was learnt from informational books, e.g. “What did you find out about spiders?” 

 Compare the people and events in books with those in your own lives. 

 Challenge children (in a fun way) to find particular words in the story. 

Use the following reviewing reading conversation starters to get children to reflect upon 

their reading: 
 

I found the ideas about…interesting because… 
The text was written to… 
The text taught me… 
The text didn’t say this but… 
The author’s purpose in writing this was to… 
Some new words that I learnt are… 
 

Here are some sample activities classroom helpers may be involved in: 

Book introductions Talk about the: 

 Cover 

 Title 

 Author 

 Illustrator 

 Pictures  

 Background 

 Characters 
Browse through the pictures in the book and discuss what they see or predict may be happening. 
Point out any unusual or technical words.  

 



 

Reading aloud to 
children 

Before reading aloud to an audience: 

 practise reading the story with expression 

 familiarise yourself with the story-line 

 observe the details in the pictures 

 clarify the meaning of difficult words 
When you read: 

 enjoy the story 

 share the pictures with the children 

 maintain the flow of the story 

 use expression 

 encourage children to join in in parts 
After reading: 

 Encourage children to talk about the story 

 link the events to their own experiences 

 invite them to ask questions 

 describe characters and events 

 

Listening to audio 
and digital stories 
on iPad and 
Netbooks 

 Ensure children have all connections secure. 

 Check that the volume levels are correct. 

 Assist children to follow the text in the books as they listen to the audio. 

 

 

 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Here are some prompts for asking questions: 

 Factual Questions (Literal) 
What things did…? 

What did…? 

Where does…? 

How does…? 

Did all the…? 

How far did..? 

What did the…? 

Where do…? 

What is…? 

Digging Deeper Questions (Inferential) 
Why can’t the …? 

Did all the ….?How do you know that…? 

When is a …? 

How did the ….feel when…? 

Why can’t the …? 

What did the…? 

Why did the …like…? 

How do…? 

Why did…? 

What does the …? 

Opinion Questions (Evaluative) 
Why do you think…? 

Do you think…? 

What do you think about…? 

How do you think…? 

 

 



 

 
 
 
 
 
First Steps- Parents as Partners: helping your child’s Literacy and language 

development 1997 



 
 
 



 

Supporting ORAL READIING 
 

If children make 
mistakes and correct 
the error… 

 offer praise or support them for making the correction 

 encourage them to check that the correction makes sense 

 check that meaning has been gained 
 

If children come to a 
word they do not 
know and pause… 

 wait and give them time to work it out. 

 if the word is likely to be known, ask them to go back to the beginning of 
the sentence and have another go at it. 

 ask them to guess a word which begins with the same  letter and would 
make sense. 

 ask a question which will give a clue to the meaning, e.g. “How do you 
think Johnny feels? Angry?” 

 if the word is not likely to be known, say it quickly and encourage them to 
keep reading to maintain fluency and avoid loss of meaning. 

If children make a 
mistake which does 
not make sense… 

 wait to see if they work it out for themselves and offer praise if they do. 

 if they don’t correct the word themselves ask, “Does that make sense?” 

 ask a question which will give a clue to what the word is, e.g. “Where will 
he go to catch the train?” 

 if the word is not likely to be known, say it quickly and encourage the child 
to read on. Later, when the whole text has been read, go back to unknown 
words and help your child use other word-identification strategies such as: 
– sounding out chunks of words, e.g. base or root of the word, prefixes and 
suffixes – looking at the words around it – looking for parts of the word 
they know.  

If children make 
mistakes which do 
make sense… 

 do nothing until they have finished. 

 when they have finished go back to the word and say “You said this word 
was _____; it made sense but it begins (or ends) with the letter __ so what 
do you think it could be?” 

 

Encourage children to actively LISTEN: 

 
You can support children to listen and develop  
their oral language by; 

 modelling explicit language 

 asking questions 

 prompting children to expand responses 

 asking for clarification 

 promoting conversations 

 providing feedback 
 

 
 
 
 
 
 
 
 
 
 



 

HELPING WITH WRITING 

Your role is to support children to use a variety of strategies to help them spell.  Writing strategies 
include: 

 sounding out 

 chunking 

 using spelling generalisations 

 using analogy 

 using meaning 

 using memory 
 

 creating images 

 graphic organisers 

 story maps 

 thought bubbles 

 labelled diagrams 

 predicting 

 invented spelling 

Writing uses the following stages: 

PLANNING  
You can assist children to plan before for writing by: 

 brainstorming ideas 

 exploring different story starters 

 looking at different sentence starters 

 creating a story line 

 talking about the main characters, plot, setting,  

 thinking about the when, what, how, who, why and when 

 listing down key and technical words to use 
 

 

DRAFTING 
Sustained writing to produce a first version, focus on the planned ideas. 

 Encourage stamina 

 Refer them to their planning thoughts 
 
 
 
 
 
 
 

 

CONFERENCING 
This is where children need your advice and feedback. You can do this by getting them to think about: 

 Is the meaning clear? 

 Does it make sense? 

 Does it get and hold people’s attention? 

 Is there another way to say that? 

 Have you self-corrected spelling? 

 Have you used the correct punctuation? 

 Have you used a variety of adjectives and adverbs? 

 Have you used a range of vocabulary? 

 Is it full of ideas that add interest? 

 Is there excitement in your writing? 
 
 
 
 
 

 



 

REFINING 
This is where children refine, reword, rephrase, edit and proof 
read.  
The children take another look at the writing and make 
corrections and changes. These are some questions you may 
ask: 
LOOK AT THE WHOLE TEXT 

 Have you read your writing aloud to yourself or to 
someone else? 

 Does your writing make sense? 

 Does your writing capture the attention of the audience? 

 Can you elaborate any of the ideas? 

 Could some of your ideas be placed in a different order? 

 Are there enough details for your audience to create a 
visual image? 

LOOK AT THE WORDS 

 Have you used a variety of interesting words? 

 Have you checked the spelling and underlined any words 
that don’t look right? 

 Can you substitute a more interesting word (synonym)?  

 Have you used adverbs and adjectives to enhance and 
elaborate your verbs and nouns? 

LOOK AT THE SENTENCES 

 Have you used different words to begin each sentence? 

 Have you used correct punctuation/ 

 Have you used a healthy sentence structure with nouns, 
adjectives and verbs? 

 Can you combine some sentences using connectives? 
LOOK AT THE PARAGRAPHS 

 Have you started with a strong hook or idea? 

 Have you used a paragraph for each new idea? 

 Are your ideas in a logical order? 

  

PUBLISHING 
Children prepare the writing for publishing and presenting it to an audience. 
Children decide on the type of illustrations to be used and the method in which they publish: 

 a book 

 a comic strip 

 a poster 

 a power point 

 a movie 

 digital book 
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Black Hill Primary School 
Working With Children Checks 

Policy 

 
Purpose: 
As of the 1st January 2008, all schools are required to comply with the Working with Children Act 2005, and ensure 
that all persons involved in ‘child related work’ has a current WWCC. 

 
Definition: What is a Working With Children Check (WWCC)? 
The WWC check verifies a person’s history to make sure they do not have any relevant criminal offences or 
findings from professional disciplinary bodies. The WWC check is valid for 5 years (unless revoked). During this 
time the cardholder continues to be checked for new relevant offences or findings. The WWC check is administered 
by the Department of Justice. 
The definition of ‘direct contact’ with children has been expanded to include oral, written or electronic 
communication as well as face-to-face and physical contact. 
 
Aims: 

 To ensure children under our care are protected from being exposed to inappropriate people. 
 To ensure all people engaged in ‘child related work’ with our students have a Working with Children Check. 
 To ensure that our school complies with the relevant Acts and Laws. 
 To provide an environment that is safe. 

 
Implementation: 

 As of January 2008, all workers or volunteers involved in ‘child related work’ must have a Working with 
Children Check. As of August 1st 2017 a WWC Check is now required for anyone engaging in ‘child-related 
work’ regardless of whether contact with a child is supervised by another person or not. This means that a 
volunteer or visitor who is supervised by a teacher must have a WWC Check if they engage in ‘child related 
work’. 

 All volunteers, contractors, staff are required to have a current WWCC card. A copy of this card must be given 
to the school office staff before starting in the school. Teachers have Victorian Institution of Teaching (VIT) 
cards which include a thorough Police Check. 

 The office staff will file the copies of WWCC and VIT cards in the filing cabinet in the storeroom. 
 Black Hill Primary School Council requires that all volunteers directly involved in any school activity must have 

a WWCC. Eg; classroom helpers, school camps, excursions, sleep overs, extra curricular activities such as 
school sporting events and concerts. 

 

Related Documents: 
Working with Children Act 2005 (Vic). Further information is available from the Department of Justice Working with 
Children webpage or the Working with Children information line on 1300652879. 

 

Evaluation: 
This policy is to be reviewed as part of the school’s three-year review cycle or as required due to changes in the 
Acts and Laws. 
 
 
 
 
 
 
 
 


