
 

  

 

 

 
 

Class Placement Policy 2024 
 

PURPOSE 

To explain to our school community how we manage requests for class placements, for the following school year.  

POLICY 

The process that Jacana School for Autism works through to plan each student’s class placement begins months 

before the end of the school year.  We understand that in certain situations, parents and carers may like to request 

that their child be placed with a particular friend or in a particular class.  

Requests for placement with friends 

Jacana School for Autism recognises the importance of fostering and maintaining friendship groups. We also 

understand that it is equally important for students to mix and learn with peers who have different interests. In 

using the ‘Class Solver’ online system, we can streamline the process of formulating our class lists each year. This 

will enable us to assess each child based on their individual needs to then inform us when assigning balanced class 

groups. 

If you would like to request that your child be placed in a class with a particular friend or friends, please ensure 

that you make this request by the end of Term 3 the year prior so that we can consider your request in organising 

our classes for the following year. 

Requests for class placements must be made using the Parent-Carer Request Form (Appendices 1.4), outlining 

who you would like your child to be placed with, specific learning needs and dual placement plans. Requests can 

be addressed to your child’s teacher or Sub School Leader. We will not always be able to accommodate class 

placement requests but will endeavour to take your wishes into consideration where possible. 

Requests for placement with certain teachers and or ES staff  

All teachers at Jacana School for Autism are caring and committed educators and Jacana School for Autism strives 

to ensure that all students are provided with a high quality education.  

Whilst we appreciate that you may wish that your child would benefit from being placed in a class with a particular 

teacher or education support staff member, we are generally unable to accommodate these requests. Our school’s 

leadership team has an in-depth understanding of each staff member’s strengths and will always endeavour to place 

our students with teachers/education support staff who are best placed to suit their needs. We do not re-allocate 

students to different classes during the school year, unless exceptional circumstances arise. Parents will be advised 

of the situation if it arises.  

Requests for staff placement 

All leaders, classroom teachers and education support staff need to complete their annual preference survey on a 

Google Form outlining their suite of preferences including their intention to work, sub school and time fraction.  

Class List Development 
Sub School Leaders will liaise with members of leadership to oversee the development of their corresponding class 

lists. They are encouraged to liaise with other leaders, therapy and welfare staff to design their lists. Sub School 

Leaders are expected to collaborate collectively as one party to not only manage the range of transitions undertaken 

but to ensure a consistent implementation across all 3 sub schools. Sub School Leaders are expected to develop 

their draft lists in a private and confidential manner, sharing them and explicit information about them with 

teachers and staff in an impartial manner. 

 

 



 

  

 

 

REVIEW CYCLE 

This policy was last updated on 31st October 2024 and is scheduled for review in October 2027. 

EVALUATION  

This policy will be reviewed as part of the school’s three year policy review cycle.  

 

 

APPENDICES 

Appendices 1.1: Annual Class Solver Timeline (Template) 

This timeline is made available via the weekly Staff Bulletin. Draft list distribution dates are added to our Term 
Planners located on SharePoint (School Documents/Jacana Documents/Term Planners). 

202X Class List Timeline 

Step Task Responsibility of… Term/Week Due 

1 202X Class List Parent Letter Request/Feedback Sent Out AP - T&L Term 3, Week 2 

2 Class Solver Weekly Updates (Staff Bulletin) AP - T&L Term 3, Week 2 onwards 

3 Develop Teacher and Student Databases AP - T&L/ 
Cases Admin/SSLs 

Term 3, Week 3 

4 202X Class List Parent Letter Request/Feedback Due AP - T&L  End of Term 3, Week 4 

5 202X Staff Preference Form Open PCT Term 3, Week 5 

6 Distribute Class Solver Teacher Survey Links AP - T&L Term 3, Week 5 

7 Teacher Surveys Completed Teachers End of Term 3, Week 8 

8 202X Class Lists (Draft #1) to be presented at the AP/SSL Meeting PCT & SSLs Term 3, Week 10 

9 202X Staff Preferences Due All staff Last Day - Term 3, Week 10 

10 202X Class Lists (Draft #2) to be presented at the AP/SSL Meeting PCT & SSLs Term 4, Week 2 

11 202X Class Lists (Students Only) to be presented to staff PCT & SSLs Term 4, Week 5 

12 202X Class Lists (Staff and Students) to be presented to staff PCT & SSLs Term 4, Week 7 

13 202X Class Lists (Staff and Students) to be presented to the 
community 

PCT Term 4, Week 9 

 
 

To be ratified By JSA School Council: 31st October 2024 

Review Date: Term 4, 2027 



 

  

 

 

 

Appendices 1.2: Staffing Allocation Guidelines 

Purpose  

To explain to school staff how the school allocates staffing to support learning and wellbeing.  We understand that 

staff have certain preference however there are several other factors that influence how staff are allocated to 

classrooms for the year ahead and during the year.    

Implementation  

Student allocation  
Class lists are created by the leadership team based on students’ needs and take into the following considerations: 

• The social/educational and therapeutic needs of individual students. This includes opportunities to 
extend students language and social skills across the school.  

• Parent/carer requests where possible. 

• Opportunities for friendship and positive peer interaction. 

• Student groupings will accommodate student needs and stages of schooling. Foundation (Prep – Year 
2), Breadth (Years 3-8) and Pathways (Years 9-10) Senior Secondary (Years 11 & 12).  They will: 

- have provision for language and social skills development related to Autism Spectrum 
condition.  

- promote positive ways all students are supported to extend their language across the school. 
- will encourage parents/carers to discuss support systems (e.g. speech therapy) that can assist 

their child with language extension in the classroom. 
Staff have the opportunity to provide feedback within this process (on student groupings and staff groupings) 
and whilst this is acknowledged it is considered in line with various other factors. 
 
Staffing allocation 
Through the consultation process, staff will be sent a Google Form in Term 3 to request a sub school preference 
for the following year.   Staff changes can be made to classroom teams at the beginning of each year, and/or 
throughout the year based on many factors such as   

• meeting staff preferences. 

• filling a staff vacancy or accommodating a new staff. 

• supporting the emotional and physical safety of staff.  

• sharing knowledge and expertise  
 
Where possible teachers will remain in the same physical classroom from year to year, however, teachers moving 
across sub-schools will need to move classrooms.  Sometimes issues pertaining to the use of spaces may 
necessitate movement (Capital Works Projects)  

 
Enhancing cohesive teams  

• Each team will be allocated time to develop their Team Protocols which underpin how they work as a 
team.  

• The time before students arrive and after student leave is a time for teams to reflect and help to build 
strong cohesive teams. To facilitate reflective practices, teams can use the protocol below.  

- What went well today? 
- What didn’t go well today?  
- What do we need to do tomorrow?   
 

To build collective efficacy, there is an expectation that staff employed at our school have the ability and 
willingness to work with different people and be flexible in supporting across the school.  
 
This information will be distributed to all staff at least one week prior to class lists being distributed to staff.  
 
 



 

  

 

 

 

Appendices 1.3: Parent-Carer Letter (Template) 

Dear Parents/Carers, 
 
According to our Class Placement Policy, each year the process that we work through to plan each student’s class 

placement begins months before the end of the school year.  We understand that in certain situations, parents and 

carers may like to request that their child be placed with a particular friend or in a particular class.  

 

Key areas of interests we seek your feedback include: 

 

1. Placement with friends (students they work well with and enjoy being around 

2. Considering your child’s needs (e.g. communication requirements, personal care, emotional regulation, 

transitions, motivators or additional learning supports) 

3. Confirmed plans for your child’s dual placement 

4. Plans to leave JSA 

 
We value your feedback and ask that you please complete and return the attached form outlining these details 
to your child’s teacher no later than XXXday, Xth August 202X. We will include them in our list of requests for 
your child, working to facilitate your child’s needs to the best of our ability. 
 
If you require any further information with this process, please do not hesitate to contact myself for further 
clarification. 
 
 
 
 
 
Kind regards, 
 
XXX XXX 
Assistant Principal – Teaching & Learning 
 
  



 

  

 
 
 

 

Appendices 1.4: Parent/Carer Request Form (Template) 

Child’s Name: Room #:  

1. Preferred friends to be placed 
with in 202X 

 

2. Additional Needs, including: 

• Communication 

• Personal Care 

• Emotional Regulation 

• Transitions 

• Motivators 

• Additional Learning Supports 

• Other 

 

3. Dual Placement (202X-202X) 
 

 
 
 

o Yes 
 

School Name: 
202X days there:  
202X days there: 

 
o Not Applicable 
 

4. Plans to leave JSA o Yes 
o No 

 
Signature:      Date:    /        /202X 
 
This feedback is very important to us as we prepare your child for their classroom allocation for next year. Please 
ensure that you return this form in your child’s communication book to your child’s teacher no later than 
XXXday, Xth August. 

Warm Regards, 

 
 
XXXX XXXX 
Assistant Principal – Teaching & Learning 

 
 
 


