Classroom Procedures

Entering the room- enter quietly; remove your hat if you are wearing one; don’t interrupt other students; follow the appropriate procedures for each time of day.

Lining up- wait for the line up cue; stand quietly and push in your chair; take all necessary items; line up without touching others or talking; face the front of the line; watch where you are going.

Leaving the room- tell me where you are going; take the correct pass; do not run or play in the hallways or bathrooms.

Beginning the day- enter the room quietly; put away your back pack, lunch, and coat; put any homework in the “IN” box; turn in any notes from home/lunch money; sit at your table; start bellwork.
Ending the day- clean off your table;  when instructed put  your clipboard in your mail slot; pick up any trash within 3 feet of your area; collect your mail if it is Friday; sit quietly until you are dismissed; stack your chair on the way out the door.

Taking out/putting away/caring for supplies- share group supplies; recap markers and glue; do not borrow items from other tables; at the end of the activity organize your supply bin back to the way you found it.

Participating in group lessons- do not bring anything with you unless I ask you to; politely find a place to sit where you can do your best learning; sit flat and not on your knees; listen carefully for information; raise your hand to speak; do not speak when someone else is speaking.

Obtaining help with assignments- quietly ask the students at your table for help with directions if you need it (three before me); if you are working alone, raise your hand to get help from me.

Receiving and handing in finished work/homework- make sure your name and # are on your paper; place your paper in the “IN” box on my desk.

Unfinished work- all unfinished work is to be kept on your                   clipboard. You are not to write or graffiti on your clipboard.
Restroom/Water Fountain- If I am not teaching the whole group you may use the restroom/water fountain. Take the boy’s or girl’s pass and place it at your table in your spot, leave the room quietly, and then return to the room as quickly as possible, 2-3 minutes maximum for bathroom, 30-seconds maximum for water fountain. When you return to the room, quietly put the pass back on the hook. Only 1 boy and 1 girl may be out of the room at a time.

Pencil Sharpener- The person with the job of pencil sharpener will do this at the end of the day.

Classroom library- You may check out a book from the classroom library as necessary. To do so, select a book and see me to make sure it is an appropriate book choice. You may NOT check out any books from our library if I am not here! Please keep books in the baskets you find them in. They are in specific baskets due to their Lexile range.
Teaching time- There is no getting up during teaching time. If you have to go to the bathroom, get a drink, or throw something out you must wait until I am through. 

Game area- must be kept neat and clean. If you take out a game you are to take care of it and return it as you found it.

My desk and bookshelf- no one is to touch, take, or move anything on my desk or the bookshelf behind my desk. There are NO EXCEPTIONS! 

Free time- if you finish an assignment, you must first work on any unfinished assignments on your clipboard. When you finish those, you may read silently, write a story, make up math problems, work in a challenge folder or take an enrichment worksheet from the mail box.

Agenda books- agenda books will be filled in as a group. After your agenda books are completed I will be checking them to see that you have filled them in correctly.

Billy- Billy is not to be touch at all. Oils from your fingers will discolor the paint and he will be ruined. Also, please be careful when around the classroom library so that you do not bump into the shelf and knock Billy over. Mrs. Emery spent over 60 hours making Billy in college and would be extremely upset if something were to happen to him.

Snack time- snack time will be from 9:30-9:40 each day, 10-minutes only. At 9:40 snack is over and all food/drinks must be put away. Please bring 1 healthy snack from home to eat during this time or money to buy from the snack cart. There are absolutely no peanuts or peanut products allowed in this room, this includes teachers. Water bottles can stay on tables throughout the day and they must be clear and contain water only. This is in your student handbook and will be enforced. No soda or candy will be allowed in class. 
