
Classroom Attendant 

Training



Agenda

• Role of Classroom Attendant
• Tasks
• Connecting with Instructor
• Access to Resources
• Classroom Management
• Getting Assistance



Role of Classroom Attendant

• Assist in the creation of a positive 
learning environment in a Hyflex 
classroom.

Presenter Notes
Presentation Notes
List what a positive learning environment is.



Tasks

• Connecting equipment (asking for IT help)
• Prepare classrooms
• Attendance and Reporting
• Collecting and returning materials needed for class
• Provide tools and resources
• Be present
• Classroom management

Presenter Notes
Presentation Notes
Start the class, connect the online zoom session using the classroom technology, (desktop, projector,..)Take the student attendance and record it on an excel file provided to you in Microsoft Teams.Perform classroom management strategies if any disruptive behavior such talking, listening to music or playing games... happened. This include directing students to get back to learning activity and if the disruption happens, be able to direct student to leave classroom.Stay present during the whole class time and make sure students are present during the whole class.In case of interruption in technology ask for help from IT.



Attendance & Reporting

• Take attendance at the beginning, middle, and end of class.
• Use TEAMS spreadsheet and e-mail to report completion of 

tasks and any issues you faced

Presenter Notes
Presentation Notes
Tour of TEAMS



Provide Tools and Resources

Campus Resources
• Student Advising
• Tutoring
• LRC
• Accessibility Services

In Class Resources
• Photocopies
• Markers, Flip chart paper, etc.



Be Present

• You are a leader and a role model
– Model enthusiasm and flexibility

Presenter Notes
Presentation Notes
Discuss what a good role model for students looks like.- punctual- prepared- follows directions- you are there to support the instructor and facilitate learning – take your cues from the instructor



Classroom Management

• Offer praise
• Build relationships
• Create a routine and stick to it
• Address inappropriate or off-task behavior quickly

– Be consistent, insistent, and persistent
– The “Look”
– Say student’s name
– Address individual problems individually

Classroom management is a term used to describe the ways teachers and others set 
and enforce classroom behavioral and academic expectations to create an 

environment that is conducive to learning and student interaction (Brophy, 2006)

Presenter Notes
Presentation Notes
Notice the good thingsAvoid hesitation when you must address inappropriate or off-task behavior, especially when a student breaks a documented rule.Acting sooner than later will help ensure that negative feelings -- whether between students or you and a student -- won’t fester. Failure to act can result in more poor behavior, leading to needlessly-difficult conversations.But keep in mind: It’s usually best to talk to the student in private. Research shows that punishing students in front of peers has “limited value.”Don’t yell at studentsDon’t take things personallyFocus on the facts

https://link.springer.com/article/10.1007/s10643-021-01201-5#ref-CR7


Getting Assistance

• If it is a “low level” issue, be sure the instructor is informed 
and can make decisions to manage the situation

• If it is an immediate (but not an emergency) issue, you can 
reach out to folks identified on your campus (ie: Mahi 
Fahimian in Timmins, or the LEID office in Timmins and 
Haileybury, or XXXX in Kirkland Lake)

• If it is an emergency (ie: you and others feel threatened or 
intimidated), please reach out to security, or the Campus main 
desk. 

Presenter Notes
Presentation Notes
What to do if you feel you can’t manage an individual, a class or a situationAssess the level of the issue.  Respond as per the list on the slide.Offer specific situations and responses, ask students to think of situations where they may reach out for help.IT IS OK TO ASK FOR HELP!!!



Wrap Up

• Your role is important in what we do!
• Questions?

• Reach out if you think of a question:
leid@northern.on.ca
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