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Policy and Agreement Regarding Teacher’s Assistants  

for Word of Life Lutheran School 

 

WHY DOES WORD OF LIFE HAVE TEACHER’S ASSISTANTS? 

Word of Life Lutheran School has Teacher’s Assistant (TA) positions for three, basic reasons: 

1. Word of Life wants its students to receive a high-quality, Christian education and attain the 

highest-possible level of spiritual, physical, and mental achievement, according to their God-

given potential.   

2. Word of Life serves a population of students who have tremendous gifts, talents, and abilities 

but who also experience socio-economic, behavioral, emotional, and academic challenges 

requiring more individualized attention, specialized services, concentrated effort, and tireless 

energy.  

3. Word of Life’s ministry philosophy accepts and adheres to the Spirit-inspired truth, recorded in 

Ecclesiastes 4:9, “Two are better than one, because they have a good return for their work.” 

Word of Life believes that attainment of these three goals is made more possible through the 

employment and use of TAs.  

 

WHAT IS A TA? 

A TA is a member of the Word of Life team and serves together with all the called and hired faculty and 

staff to advance the minds, bodies, and souls of Word of Life students.  A TA must understand and 

accept the Word of Life Teacher’s and ministry philosophy and make a positive contribution to it with 

the spirit of a servant/leader.  

A TA is a unique, hired position, including no insurance benefits, and paid a base salary with raises tied 

to years of service and economic cost of living factors.  No other compensation beyond the base salary is 

provided or offered.  

Any individual seeking to be a Word of Life TA should enter the position with their “eyes wide open” as 

to the challenges, time-commitment, and compensation.  They should also be ready to feel great joy and 

receive incredible blessings as they work with and grow close to students.  Finally, a TA must possess a 

servant’s heart that views their involvement as a vital individual and corporate ministry.  
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WHAT DOES A TA DO? 

As the title implies, the TA assists with the Teacher’s “processes” associated with the grade and lead 

teacher to which he/she is assigned.  The Teacher’s processes include, but are not totally limited to the 

following: 

 Limited assistance with lesson instruction 

 Limited assistance with classroom management/discipline 

 Assisting students with daily work and/or homework 

 Tutoring students in need of additional help 

 Assisting with administration of student tests 

 Assisting students with movement to and from classrooms and throughout the building 

 Assisting with supervision of class morning routines, recess, lunch time, end of day dismissal, 

after school Teacher’s Recovery, etc.  

 Assisting with the correction, dissemination, and filing of student work 

 Tracking class attendance, lunch count, field trip fees, etc. 

 Assisting with chaperone duties on field trips, outings, and activities 

 Preparing and cleaning up instructional materials (making copies, getting out art supplies, 

cleaning up science lab, putting up bulletin boards, etc.) 

 Assisting in cafeteria clean-up after lunch 

 

TO WHOM IS A TA ACCOUNTABLE? 

The TA’s first level of accountability is to the Lord, and his/her God-given calling and mission is to be a 

servant who proves themselves worthy of this high calling (Ephesians 4:1, Philippians 1:27, Colossians 

1:10, 2 Thessalonians 1:11). 

The TA’s second level of accountability is to the lead teacher to whom he/she has been assigned.   

The TA’s third and final level of accountability is to the school principal.   

Individuals seeking to be a TA are interviewed by the school principal in cooperation with the lead  

teacher needing a TA.  The school principal hires all TA’s and evaluates/monitors TA performance in 

consultation with the lead teacher under whom the TA functions.  TA’s not fulfilling their 

responsibilities, will be dismissed. 

Other “human resources” details and required paperwork relative to compensation, background checks, 

personnel records, etc. are worked out between the TA and Word of Life’s Administrative Assistant.   

WHAT COMPENSATION AND BENEFITS DOES A TA RECEIVE? 

Word of Life’s TA’s are salaried employees with the “new hire” base salary being $12.00 an hour for 

2010-11.  Raises to this base salary are added for cost of living and years of service.  Word of Life’s TA’s 

are paid every two weeks from August 15 to May 31, unless they are hired during the year, at which 

point, salary is pro-rated accordingly. 
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Excluding the prior and post-school year days, TA’s are typically “on-duty” 8 hours per day.  TA’s receive 

no health insurance or pension benefits. 

 

DOES A TA RECEIVE ANY PAID TIME OFF? 

Word of Life’s TA’s are awarded paid time off in accordance with the school policies regarding personal 

days, family leave time and other approved policies.  TA’s do not receive these benefits until they have 

completed 90 days of employment after their initial hire.   

If a TA needs to use personal time in such a manner that a substitute TA is required, Word of Life will 

cover the cost for a substitute at a rate of $100 per day according to the specifications detailed below in 

“Substitute Costs Covered by Word of Life.”  Days requiring a substitute that go beyond the allotted 

amount will be covered by a payroll deduction.   

Notification that a substitute will be needed must be given to the Principal as soon as is practically 

possible.  The Principal will engage all substitute TA’s and inform the Director of Operations of the TA’s 

absence for the needed tracking/record-keeping. 

Substitute Costs Covered by Word of Life 

Substitute costs are covered by Word of Life for the following situations and durations:   

 Illness, injury, or surgery—Up to 4 days whether used individually or in multiple days.  

Additional days needed for a substitute are the responsibility of the TA taking the leave (unless 

special arrangements have been approved by the Board of Control or unless disability coverage 

applies—see below).   Days requiring a substitute that go beyond the allotted paid amount, will 

be covered by a payroll deduction.   

 Funeral—Up to 5 days due to the death of spouse or dependent child.  Up to 3 days due to the 

death of father, mother, father-in-law, mother-in-law, son-in-law, daughter-in-law, step-father 

or step-mother.  Up to 2 days due to the death of grandparent, grandchild, brother, sister, step-

brother or step-sister, other family members, or close friends.  Days requiring a substitute that 

go beyond the allotted amount will be covered by a payroll deduction.  Funeral leave will 

normally be granted unless there are unusual ministry needs or staffing requirements.  

Word of Life will not pay for a substitute if a TA needs to take personal time during the year for personal 

business (appointments, caring for an ill child, other family matters, etc.).  In these situations, the TA will 

pay the cost for his/her substitute via a payroll deduction or use one of their allotted personal days as 

outlined in the personal leave policy.   

Disability leave for prolonged illness and physical injury is extended to all TA’s.  Disability leave for 

maternity is extended to female TA’s.  All disability leave will be granted for the period specified in 

writing by a licensed physician and in accordance with the Word of Life Family Leave Policy.  Time off for 

disability of any kind is charged against accumulated personal time.  Unless other arrangements have 

been approved by the Board of Control, the remaining time off is recorded as leave without pay. 
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Jury Duty 

Word of Life encourages its TA’s to fulfill their civic responsibilities by serving on jury duty when 

required.  Word of Life will cover the cost of a substitute needed when a TA is summoned for jury duty.  

Because the TA will still be paid by Word of Life on the days they are absent for jury duty, it is required 

that whatever compensation the TA would receive for serving on a jury, be donated back to Word of Life 

to offset the payroll expenses.  

TA’s must immediately inform the Principal of their jury summons so arrangements to accommodate 

their absence may be made.  A copy of the jury duty summons must be presented to the Principal as 

soon as possible thereafter.    

TA’s are expected to report for work whenever the court schedule permits (including half days).  They 

are also to obtain from the Clerk of Courts a record of jury duty attendance to be included in their 

personnel file.   The record of jury duty attendance should be submitted to the Director of Operations. 

Time Off to Vote 

Word of Life encourages its TA’s to fulfill their civic responsibilities by participating in elections. 

Generally, TA’s are able to find time to vote either before or after their regular work schedule.  If TA’s 

are unable to vote in an election during their non-working hours, Word of Life will grant up to three 

successive hours of unpaid time off to vote as allowed in Federal Law. 

TA’s should request time off to vote from the Principal at least two working days prior to the election 

day.  Advance notice is required so that the necessary scheduling and staffing adjustments can be made. 

Special Cases 

Any absence scenario or situation that may require special arrangements beyond what is described 

above, will be handled on a case-by-case basis between the teacher, the principal, and the Board of 

Control. 

 

WHEN DOES A TA NEED TO BE AT SCHOOL? 

A TA is to be at school every day that it is in session unless illness or prior arrangements have been made 

with the lead teacher and the school principal.  Other than to obtain certifications or credits—as in the 

case of fulfilling government mandated requirements for operating our day care/K3-K4—no TA is 

required to attend regular faculty meetings, teachers’ conferences, workshops, or professional growth 

days, but may do so if they so choose.  

On a few occasions (new school year in-service, special topic that impacts TA work, etc.), a TA may be 

asked to attend a meeting at school.  Expenses for conferences, workshops, or professional growth days 

that are mandated by law or required by the school principal, will be reimbursed by Word of Life.  All 

other conference, workshop, or professional growth day expenses are the responsibility of the TA 

himself/herself and will not be reimbursed. 
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HOW DOES A TA NEED TO DRESS? 

A Word of Life Lutheran School staff member is expected to dress in a professional, Christian manner, 

and in attire suitable for children’s eyes.  Positive staff modeling relative to dress, will influence 

students’ dress.  It will also influence students’ attitudes about their teachers and school.   

“Business casual” or better is the standard.  Jeans and shorts are not allowed.  For women, 

blouses/shirts/tops should not reveal cleavage.  Men need not always wear a tie, but their shirts need to 

be a button-down, collared style, and tucked in.  T-type shirts are not allowed.   

Footwear should be functional/comfortable, yet skewing more toward a dress style.  They must keep 

feet and toes protected in case of emergency situations. Flip flops are not allowed, nor are sandals that 

do not have a strap around the heel (this primarily applies to women).  Tennis shoes are to be worn only 

for gym or recess activities.   

Tattoos must remain covered either by clothing, makeup, or some form of wrap.  There can be no 

exposed, bodily piercings beyond earrings for women.   

As a very simple standard, nothing should be worn that would cause offense or make students feel 

confused or negative about the dress code applied to them.  

 

WHAT HAPPENS IF A TA IS NOT FULLFILLING HIS/HER DUTIES?  

TA’s who do not fulfill their duties, responsibilities, and obligations and/or who do not follow the 

policies established for service at Word of Life, will be counseled in Christian love, following Matthew 

18, to hopefully remediate the troubling situation.  A lead teacher having trouble with his/her TA must 

speak with the TA first.  A TA having trouble with his/her lead teacher must talk to the teacher first.  

Situations that are not resolved on the TA/Teacher level, will be reviewed and addressed by the school 

principal.   Where remediation and resolution are not possible, or not in the best interests of Word of 

Life, the TA will be dismissed immediately.  The principal has the authority to dismiss the TA.  TAs 

wishing to appeal a dismissal decision, may do so in writing to the Word of Life Board of Control, within 

48 hours of the dismissal.  The Board of Control will then review the appeal at its next regularly 

scheduled meeting.  The decision of the Board of Control is final.  

If, for some reason, a TA cannot fulfill his/her duties, it is expected that at least two weeks notice will be 

given to the principal.  
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Signed Agreement Between  

Word of Life Lutheran School  

and its Teacher’s Aides 

I, ______________________________________________, affirm that I have read the Word of Life 

Lutheran School Policy Regarding Teacher’s Assistants and agree to abide by its provisions.  I further 

affirm and agree to the compensation and position details and duties noted below regarding my Word 

of Life TA position. 

Teacher’s Aide Position/Duties Being Hired For:  

 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

School Year:___________________  

 

Compensation:_______________________________________________________________________ 

 

 

Signed:_________________________________________________  Date:_______________________ 

 

 

Signed:_________________________________________________  Date:_______________________ 

                                       Philip J. Krueger, Principal 

 

 

3545 S. 23rd Street, Milwaukee, WI 53221 

(414) 281-7808  (414) 281-8823 fax 

T h e  W o r d  o f  G o d  i s  l i v i n g  a n d  a c t i v e .  H e b r e w s  4 : 1 2  


