Responsibilities & Jobs - Term One, 2010
	Bin and Recycling - Pick up any bits and pieces the bin emptiers have left.
	2
	

	Blinds - At the end of day pull down blinds.  Pull on blind chains gently as they can break.
	2
	

	Class Library - Straighten books and make sure all are in correct places.  Check no rubbish has been left on shelves or floor, and library looks neat and attractive.  
	2
	

	Corridor Monitors - Make sure corridor is left neat and tidy.  If there are any items left around, place them in ‘Tidy Please’ tub.  Make sure no hats are left on ground.
	2
	

	Date - Each day write date on white-board in clear, neat writing.
	1
	

	Distributors - Hand out equipment quickly and quietly to all members of the class.  Any spares left, place on stool.
	3
	

	Games Shelf - Straighten up games on shelves & replace all equipment
	1
	

	Homework Checklist
On Friday, check off returned books and give list to Miss Marg.
	2
	

	Laptops - Use teacher keys to unlock laptops each morning and lock up at end of day.  Check all laptops have their cord attached and that power is on for recharging.
	3
	

	Maths Equipment - Check maths equipment has been returned correctly, straighten up and tidy.
	1
	

	Music - Make sure all CDs are put away correctly, tidy area.
	1
	

	Office Messenger - Take plastic office folder down to Mrs Miller each morning after roll.
	1
	

	Orange Tubs - Tidy and straighten tubs, remove rubbish.
	2
	

	Paper Shelf - Tidy and straighten shelves, remove rubbish.
	2
	

	Prayer Shelf - Tidy and straighten.  Remove rubbish and leave looking attractive.
	1
	

	Printer and Paper - Empty orange ‘Collect Me’ tray, check printer tray stays full, keep paper area tidy. Dust printer with dry cloth.
	1
	

	Sharpeners - Empty the box and clean sharpenings from around the area, but don’t throw out the sharpeners!
	1
	

	Table Boxes - Check glue, scissors, rulers & textas are in right spots. Get rid of any rubbish.
	2
	

	Telephone - When the phone rings, answer by saying, ‘Hello, this is 5/6 Kardinia, (your name) speaking.  How may I help you?’  Take a message or fetch the teacher needed.
	2
	

	Temperature - Ensure air conditioner, heater and fan are turned on and off as needed.  Keep door closed when needed.
	1
	

	White Stickers - When we’ve run out of white stickers, cut up some more sheets for the container.
	1
	

	Whiteboard - Check with teachers to see what can be erased and do so carefully.  Make sure textas are in boxes.  Straighten up magnets and any paperwork on ledge.
	1
	

	Windows - At the end of day, close all windows and lock them. Remind teacher to check.
	2
	

	Writing Centre - Straighten up folders and equipment. Tidy any mess left on table or on floor.
	1
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