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Annex 7  - User Manual

Manual for the class coordinator

This guide summarizes the essential lines of the figure of the coordinator class, school organization that the first classes is of particular importance with respect to the issues of identification of students at risk dispersion and abandonment. In the first part we summarize the general functions of the coordinator class, and then you give them the signs for the first classes.

Functions and Responsibilities of the Coordinator of Class

The coordinator is

    * The reference point for the problems that arise in the classroom and for actions which implement

    * Responsible for the outcome of the work of the class council

    * Facilitator of relations between teachers and promoter for the assumption of responsibility

Specific functions and tasks of the coordinator class

In relation to pupils

    * Please note on risk situations and seeks appropriate solutions in collaboration with the class council

    * Checks that pupils should inform the parents of communications / school, reporting to the Referee Institute (staff of the Presidency)

    * Welcomes inquiries about the class meetings

    * Maintaining relations with the representatives of the students becoming through these with the class council and Leadership, through Referrals

In relation to colleagues in the class

    * Controls the gradebook (absences, delays, communication of outputs and activities that relate to the class)

    * Retreats to the Secretary's office at the end of the school reports and briefing notes interperiodali, taking care delivery to the pupils and the subsequent withdrawal after taking vision of the family)

In relationship to the parents
* Informs and convenes the parents of pupils in difficulty

    * Keeps relations with representatives of the parents of the class and calls for and promotes the contribution

In relation to the Class Council

    * Leads and coordinates the class councils

    * Relates about the general class

    * Illustrates objectives / skills, methodologies, types of checks to prepare the programming, offers guided tours and educational trips for the class

    * Coordinate the recovery and promotion of excellence

    * Verify the correct performance of what was agreed in the planning of the class

    * Offers extraordinary meetings of the CoC, prior consultation with the staff of the Presidency

    * Takes care of the drafting of the document of the fifth class of the CoC for the State exams

    * Coordinates the preparation of the material needed for the operations of the final ballot

 In relation to the direction of the school

    * Shares the vision of the Institute which is expressed in the POF

    * Is the reference with respect to Leadership (Headmaster and his staff)
COORDINATOR OF FIRST CLASS

In addition to recalling the skills and general functions of the coordinator as well as expressed in its letter of appointment, you indicate some general operating profits for the first class coordinator.

INITIAL PHASE (September-October)

in relationship to the parents

    In the first ten days of October establishing a timeline to meet INDIVIDUALLY the presence of pupils and families. In this respect, prepares a series of events, by letter or telephone call.

The purpose of the interview is to learn about their families and to present the studies and training, in order to have a first picture of the composition of the class and the expectations and needs of the students.

The results of the talks, subject to the necessary confidentiality requirements, and strictly observing the rules on secrecy, will be presented to the Board by the coordinator class in the first round (by the end of October).

In this phase, the coordinator will relate to the contact persons for the management of interviews with the families of students with disabilities.

in relation to the Class Council and faculty representatives of project

• The coordinator checks that are carried out tests disciplinary input, and if it is not available the teacher of discipline, relates to the representatives of the relevant  Department for their execution and evaluation.

• Collects and maintains the technical assessment tests disciplinary input to illustrate and discuss the first class council.

• Report to the referent of the Project Hospitality and possibly to the staff of any problems encountered in the class presidency in the report and in the work of TUTOR.

    in relation to the direction of the school-

• promptly reports cases of pupils in compulsory education and / or training to persist in the absence or who do not attend so assiduous. Applications should be submitted to both the top management (staff of the Presidency, Contact Learning area) and to the Secretary's office for the necessary communications law.
PERSONAL INTERVIEW FIRST CLASS: indications for the coordinator

Ladder interview first classes

Interview preparation

The coordinator will take over from the school and class council all information relevant to the diligent performance of the interview, with attention to the information confidential and who emphasized the potential risk students dispersion or neglect.

Presentation with few facts (eg, the presentation of the class coordinator ... the Institute in the first classes has included in this time of POF knowledge ....... The interview is aimed at better understanding of the family in starting the school year ..... )

Questions to ask the family:

• The choice of the school and address

• Expectations and needs of the family and the student with respect to the chosen training

• Brief summary of previous schooling (potential difficulties and similar, in the form of dialogue and mutual exchange of information between school and family)
News to offer

• Compulsory education: duration of two years or with a total of 10 years in school

• Regional legislation: according to the rules and guidelines of the Tuscany Region compulsory education can be accomplished in only inside the school

• Academic school: five-year courses and integrated programs of education and training (IeFP) according to the Project for the Institute and the guidelines of the Tuscany Region. The qualification is awarded to the third year with an exam and provides students with an additional opportunity (European qualification level 2)

• The ability to get out of the school curriculum is reserved for students who have completed compulsory, with the frequency of regional courses for the attainment of a qualification equivalent to the third year of Education in accordance with the provincial and availability with the call for participation

• The school, especially from the second quarter, prepares anyway routes and activities that direct and guide students (integrated modules with the territory, further orientation, re-motivation and the like) in a process of collaboration with the province and with the training

• Other useful information on training school that will emerge from the interview: extra activity time courses of linguistic enhancement, exercise and the like.
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