The Self-Operating Classroom
Remember: At no time are students fulfilling official responsibilities. Their jobs are to simply help in the daily operation of the class. The teacher must be on task, monitoring, supervising students “at work” at all times. Students do NOT have access to the confidential information of other students. 


Classroom Jobs
Roll Caller 

Administrative Assistant 

Paper Management 

Equipment Management 

Errand Runner 

Time Keeper 

Tech Support 

Peer Tutor 

Lab Monitor 

Word Wall Manager 

Security 

Class Launcher 

Copy Tech 

Teacher Liaison 

Attendance Clerk 

Rubric Manager 

Job Descriptions
Roll Caller (1 – 2 students) – If there is more than one roll caller, the students are to alternate the responsibility. After 1st bell this student retrieves the class roster clipboard and begins calling the roll. Students’ last names are called clearly and without comment. Students are to answer PRESENT or HERE clearly without additional comments. Students answering will receive a check. Students not answering will be left blank. Immediately following the tardy bell this student confirms who is absent with the teacher. The teacher will enter the attendance into the system and will reconfirm those who are absent BEFORE recording as such in the computer. 

Administrative Assistant (1 – 2 students) – Immediately following attendance this student will confirm the absentees and retrieve “What You Missed” forms for each of them. If there is more than one student absent the admin is permitted to get the assistance of classmates to complete the forms during class. Once completed the form is to be folded as required by the teacher. The absent student’s name, the date, block number is written on the outside. All additional paperwork is included and placed in the corresponding block’s spot on the bookshelf. It will be the returning student’s responsibility to retrieve his paperwork from the tray. The administrative assistant will also assist the instructor in various, generic, non-confidential paperwork. 

Paper Manager (1 – 4 students) – These students hand out and take up all paper work. They make sure student work is folded and labeled correctly. They also provide back up to equipment managers as needed. 

Equipment Manager (3 – 4 students) – These students distributes and collects all classroom materials, including textbooks, cameras, video cameras, color pencils, crayons, rulers, scissors, staplers, etc. The equipment manager will collect and inventory all materials used during a class period. The equipment manager will make sure no one leaves until all equipment is returned. There are two types of Equipment Managers: Clicker Managers and Book Managers. 


Errand Runner (1 – 2 students) – If there is more than one errand runner, the students are to alternate the responsibility. These students MUST also be reliable and therefore can have NO office referrals for misbehavior. These students will be asked to make runs to the media center and the office when necessary as well as make runs to other teachers. These students must be extremely familiar with the campus layout, so it is not recommended for new students. 

Time Keeper (1 – 2 students) – A basic requirement for these students is a personal watch they can refer to immediately when asked. Cell phones will NOT be accepted as a substitute. Timekeepers help the teacher time activities and alert the teacher five minutes before the bell. These students must be able to quickly determine time remaining in an activity when asked. A typical question from the teacher will be “How much time do we have left?” The time keeper is expected to answer immediately and correctly. 


Tech Support (1- 2 students) – This student will prepare CNN Student News for viewing by prepping the projector and necessary website. In the event another student is having minor technical issues with their computer, the tech support person will assist to determine the root of the problem and to help the student remedy the issue. In the event TEACHER is absent, the tech support student is responsible for displaying the day’s CNN Student News on the overhead projector. 


Peer Tutor (as available) – These students must have an A average. They serve as study team leaders and as peer tutors to struggling classmates. These students are willing to help others during class and during the extended lunch period. 


Lab Monitor (1-2 students) – When the class is dismissed, these students will walk through the computer lab and monitor the current state of the computers. The lab monitor will push in chairs, straighten keyboards and mice, logout any forgetful students, and pick up any major trash items on the desk or floor. The lab monitor will alert TEACHER of any missing or broken computer components. In the event TEACHER is absent, 4th block lab monitors will shutdown all computers before leaving the lab. 


Word Wall Manager (1-2 students) – These students are responsible for maintaining the class’ word wall as per GPS (Georgia Performance Standards). When a new term is presented in class, a word wall manager is expected to ask the class if it would like for the word to be added to the „word wall’. If the class decides that it is, these students must make a neatly written word sign and post it on the wall. 

Security (1-2 students) – These students sit near the door which is kept locked at all times. They do NOT open classroom door to anyone without the teacher’s permission. During fire drills, these students will take the class bag and umbrella outside and serves as the rally point for classmates. The security guard takes attendance and confirms with the teacher which students are present/missing. Security guards will also handle the class lighting. 


Class Launcher (1-2 students) – These students must get to class ahead of classmates (there’s usually one or two). They make sure the EQ/WIT/WIK/Journal is posted before class begins. As soon as bell rings and just before roll call begins, these students read aloud the essential question and if it is a WIT (What I Think) or WIK (What I Know) assignment. For a WIT, students are reminded the class has yet to the concept and must therefore answer the question as honestly as they can WITHOUT discussing it with their classmates or referring to notes or text. WIK means the concept has been covered. Students are allowed to refer to their notes, text, or each other. 


Copy Tech (1-2 students) – These students are trained to use the copier and upon request of teacher make copies for students who come to class without their handouts. 


Teacher Liaison (1-2 students) – These students assist the teacher in orienting new students to the operations of the classroom. They greet the new student, explain the operation of the classroom, and ensure the student receives the text and student file from the teacher. They serve as host or hostess to the new student during this student’s adjustment. In the event TEACHER is absent, the student liaison will inform the substitute of the way the class functions. 

Attendance Clerk (1-2 students) – When a student is allowed to leave the room, they must sign out with the Attendance Clerk before they are given a pass. No one leaves the class without gaining permission first from TEACHER, and signing out with the Attendance Clerk. The Attendance Clerk is responsible for getting the attendance checkout sheet and replacing the sheets with new copies, if needed. 


Rubric Manager (1-2 students) – Almost every assignment will be given a rubric. The Rubric Manager will print and distribute all rubrics to the class. If a student is absent, the Rubric Manager will make sure the appropriate rubric is given to the Administrative Assistant.
