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MEMO

To:  
All Aides/Tutors

From:
John P. Scholten, Superintendent

Re:  
Responsibility Documentation

As a tutor/aide with the Public Schools of Petoskey, you are employed and assigned to assist teachers or other approved professional personnel in the day-to-day operation of the school program.  Instructional related activities performed by you should be under the supervision and direction of teachers and other approved professional personnel.  Your instructional related activity should be limited to:

a. complementing instruction such as assisting the teacher during the lesson by helping pupils who may be having difficulty in understanding or in keeping up with the class;

b. supplementing instruction such as assisting the teacher by working with individuals or small groups of pupils on follow-up activities specified by the teacher; and

c. reinforcing instruction such as assisting the teacher in administering remedial and drill activities for individuals or small groups.

Since you are employed as a tutor/aide, rather than a teacher, the directives set forth in this communication must be followed even though you may possess certification as a teacher. Federal law (NCLB) requires that teachers be highly qualified in their subject areas, and that teachers plan and supervise instruction. We are happy to have you here to assist. Please contact me a 348-2101 if you have concerns or questions.

Please return the signed form to your building secretary who will collect them and send them to the Superintendent’s office.

I hereby acknowledge receipt of this memo and will follow the intent of the information as provided.

Signature of Tutor/Aide

Printed Name of Tutor/Aide

Date

