Plan of Action – Teacher Assistant (Example) 
March 1, 2007 – April 20, 2007
TO:

Ms. Mary Jo Joyce, 2nd Grade Teacher Assistant
FROM:
Joseph Brown, Principal

RE:

Plan of Action

DATE:

March 1, 2007

This “Plan of Action” is a means to inform you, in written form, of my concerns regarding your attendance at work, the quality of your job performance, and the quality of the relationship between you and your supervising teacher(s). As of the current date, you have missed 19 days of work during this school year. You were absent 30 days during the 2005-2006 school year, and during the 2004-2005 school years, you were absent 27 days. Your final evaluations have documented attendance concerns, job performance concerns, and your poor attitude in working with your supervising teacher(s) during both the 2004-2005 school year and the 2005-2006 school year. 

Effective instruction can only be delivered when all of our teachers and instructional support staff members are on time and present for work consistently and performing their job responsibilities to the best of their abilities. Your frequent absences, poor job performance, and inappropriate attitude have negatively affected the instructional performance within the second grade and also within other classrooms in which you are assigned to assist.    
 Areas for Improvement: The teacher assistant must…
1. Attend work daily.

2. Provide a doctor’s (physician) note for all sick days used.

3. Gain the principal’s permission for all other absences. 

4. Be in the classroom during the entire instructional day.

5. Use in-class time to assist the teacher during instructional delivery and assist students who are in need of assistance/guidance. 

6. Follow the teacher’s plan for daily activities in a positive and non-confrontational manner.

7. Adhere to professional conduct when conversing with all in the educational environment.

8. Become familiar with the second grade curriculum - Standard Course of Study

and any assessment guidelines.    
9. Exhibit a professional demeanor in public areas of the school and campus. 
10. Communicate student concerns to the teacher during non-instructional time. 

11. Assist the teacher, participate, and monitor student performance during inclusion.      
As a follow-up to your “Plan of Action,” we will meet with you on March 16, 2007, March 30, 2007, and April 20, 2007 to assess your progress and to provide you with feedback on our observations. Within a few days following our meeting on March 16, 2007 and March 30, 2007, you will receive a 
follow-up memorandum regarding your successful progress, unsuccessful progress, or mixed progress. However, during the April 20, 2007 meeting, we will provide you with a summary memorandum on the results of your over-all-performance on the “Plan of Action,” and at that time, we will also complete your final evaluation for the 2006-2007 school year. 

It is critical that you successfully complete the requirements of this “Plan of Action,” or I will take the appropriate steps and recommend that your employment be terminated.  

Teacher Assistant’s Signature  ______________________________     Date  ____________

Teacher’s Signature  ______________________________________      Date  ____________

                                    ______________________________________       Date ____________

                                    ______________________________________       Date  ____________

                                    ______________________________________       Date  ____________

Principal’s Signature  _____________________________________      Date  ____________

Assistant Principal’s Signature  _____________________________      Date  ____________

Note: If the “Plan of Action” is successfully completed, your level of job performance is to be 

           maintained “At or Above Standard.”   

Pc: Personnel File

Note: The principal would be wise to require that the supervising teacher(s) submit a weekly 
           up-date on the teacher assistant’s in-class performance at the end of each week. 
           This would be helpful information in assessing the teacher assistant’s progress and as 
           reference information when writing the follow-up memorandums.                                                                                                                                                                                                                                                                                                            

