Classroom Procedures A-Z
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This Class “Rules”!
(Guidelines for Success in Our LA 7 Classroom)


· Show respect for yourself and others

· Assume responsibility for your behaviour

· Keep an orderly work area

· Use today’s mistakes as a basis for tomorrow’s learning

· Be willing to help others if they ask

· Try to solve your own problems

Procedures are important in society so that people can function in an acceptable and organized manner.  “Real life” is full of procedures – think of an airplane flight, traffic light, a wedding!  As in real life, procedures must be followed in the classroom.  Here are some that we must rehearse and reinforce:


	absent?
	Unplanned absent. You are responsible for finding out work you missed through a) study buddy  b) email Mrs. S   c) check  HomeFun records on Homepage and/or d) come in early the next day   Planned absent (e.g., holiday, tournament, dental/medical appointments) – inform Mrs. S as much as possible ahead of time of your upcoming absence/s; You are responsible for making up work missed upon your return and are encouraged to be considerate of your teacher & classmates time when seeking help. SEE HOMEPAGE GUIDELINES IN THIS AREA.

	agenda book
	Copy homework and important reminders.  Number (prioritize) the order of most important to least important. Cross out work as it is done.  A parent signature is required each night for first term (unless decided differently by parents/teacher).

	ASSIGNMENTS
	Homework/Due Dates will be written in agenda.  Keep eyes on the Week at a Glance board; Class Homepage will have all important information:  http://www.sd23.bc.ca~psamadda.  COPIES OF ASSIGNMENTS WILL BE POSTED ON ASSIGNMENT BOARD AND UPLOADED ON HOMEPAGE.

	ATTENDANCE 
	To avoid interruption of “prime time”, teacher will take attendance according to seating plan while you are working silently at your seat on the “bellwork” activity.  

	listening
	Listen to instructions the first time they are given.  Eyes on the speaker.  Sit still.  Be attentive.

	Before school
	O.K. for library, computer lab, sports' teams, and/or previously arranged appointment with teacher; For our class, you must be in our room by 8:10 a.m.  Enter through main door, not end of hall.

	behaviour /conduct
	Students are expected to abide by SD 23’s Core Values: (Honesty, Responsibility, Respect, Empathy and Fairness) and DWE’s 3 C’s – Courtesy, Cooperation & Consideration.  The Golden Rule – “treat others as you would have them treat you” is also a helpful guide!  Mrs. Samaddar will keep a behaviour log for our class recording situations / action taken.  Parents will be contacted as needed. Remember, there is “0” tolerance for bullying!”  You must report any incident you overhear, see or know about. Remember all the NICE things you can do for every individual.

	bellwork
	Each morning an assignment/morning activity will be posted on front/side boards or on Powerpoint for you to begin working when you take your seat prior to the bell.  THIS IS SILENT TIME. Continue working following the bell until morning announcements and/or teacher instructs otherwise.  Late for bellwork without a good excuse?   Please complete at homework club at lunch.

	Broken pencil?
	Please, no sharpening pencils during class time; Exchange for sharpened pencil in your file/container; Suggestion: keep a sharpener which holds shavings and/or use a mechanical pencil.

	COLLECTING forms/ Money
	For accuracy, forms or money to be collected must be turned in a sealed envelope or Ziploc bag with your name & activity on it.  Please place these on your desk for pick up.  Do not bring to me when you enter. Money & forms for the same field trip must be handed in at the same time.

	Complete work early?
	Your choice: Keep a book you are reading in your desk; Work ahead if you know the next step; Work on  the homework; Free time on laptop exploring suggested websites on Homepage (with teacher permission); Doodle/draw (Art journal ); Work on other subjects; 


	Dismissing students
	Prior to leaving we will organize classroom and pick up items on the floor; Chairs up/down as needed; Take everything you need;  "Team helpers" – please complete duties before leaving.

	DAILY PHYSICAL ACTIVITY (DPA)
	On days where we do not have PE, extra physical activity will be scheduled.  We will participate in the Action Schools Program and I will encourage leadership from students for DPA.

	DWE’s 3 C’s & MASCOT
	Courtesy   Cooperation  Consideration; 

Mascot – Courage the Wild Cat

	Entering SCHOOL 8:30
	Please be in class on time. Enter quickly and courteously after lining up at our meeting spot. Go straight to your locker; bring materials/planner/work to class; leave backpack/coats in locker; if late, please report to the office.

	Getting started  
	Go to your seat quietly; file work from day before; look at Powerpoint or front board for instructions for bellwork; take out materials. Keep your work area tidy.  It is your job to settle down, not teachers’ to settle you.   Increase your time working? You increase learning!

	Getting your Attention
	I will use a variety of ways – e.g., Smartboard sounds; bell; clapping; hand up; 54321; lights on /off; bell; rhythm; repeat/echo;  try to mix it up for "fun"; school bells, such as fire alarm,  indicate to stop what you are doing and listen silently

	GIVE ME FIVE

plan!
	1. Eyes on Speaker   2.  Quiet   3.  Be still   4. Hands free (putting things down)  5. Listen

	GOING TO LIBRARY
	Follow hallway procedures.  Follow routines of our librarian.  Be timely returning books so that others can read them too!

	GOING TO OFFICE
	Remember your please and thank you’s.  If Mrs. Radi is busy, wait patiently or return at another time.

	GROUP WORK
	Cooperative learning leads to higher achievement for all!  Follow procedures during group work.


	hallway MANNERS
	Please keep to the right; hats off in school; Be gentle with your locker; Always walk single file in the halls; Out of respect for others, travel in silence; Watch out for the younger ones; Walk Smile to visitors/staff; Report strangers or unsafe activities.

	HEADINGS ON PAPER
	Name     Date
Title

	home reading program
	Students are encouraged to read recreationally at least the minimum of 20 minutes each day. This meets the learning outcome for Language Arts 7, and more importantly is truly a gift to themselves. Students should “X” each day they read on the chart at the back of their agenda.  Parents sign once per month when requested by teacher.  Students mark will be reflected in the Reading “work habit” – G, S, N.

	IF TEACHER IS OUT OF CLASSROOM
	Follow routines.  “Student in charge” should see teacher next door if there are concerns while teacher is out of the room.  No student should leave when I am out of rm.

	IF TEACHER IS SUDDENLY ILL
	Stay quiet/calm.  “Student in charge” should report to the office to inform Mrs. Radi and/or Mr. Bischoff, principal.

	KEEP an orderly desk 
	Loose pens, pencils, erasers, etc. must be kept in a pencil case (provided by yourself – see example).  Loose papers are kept in your All Purpose Folder or portfolio (your own purchase – see example). Place binder at the bottom.  Smaller items on top. Textbooks should be kept at textbook area.  Sign out to take home.

	LAPTOP CARE
	Please return your laptop to its assigned spot and always leave it plugged in.  Carry carefully as practiced.  Avoid picking at keys or flicking latches.  Your hands must be clean before using.  When necessary, wipe screen wipes. You must have permission to use it in library.


	LAPTOP USE
	During instruction, “45” when asked (cover half closed); always store sideways with plug in proper location; there is to be no playing of video games or searching internet without permission.  Your laptop will be taken away for a week the first time or a month following the first situation (SD 23 iLearn policy). 

	LEARNING
	Learning is an individual activity but not a solitary one.  It is more effective when it takes place within a supportive community of learners.  Support each other’s individual needs.

	Leaving room
	Let's trust each other to use common sense; one at a time for washroom;  just ask!; TAKE WASHROOM PASS – BOY/GIRL; avoid 15 minutes either side of a break;  if possible try to avoid as you should "want to be in class";  

	LIBRARY
	Walk to/from silently considering your neighbouring classes.  Follow guidelines of librarian.  Read lots.  Honour deadlines and share your FAVS.  More to be added here...

	LUNCH 
	Ensure you wash hands before eating; Stay in seat at all times and remember to use your inside voice.  Place garbage / recycling in proper bins when dismissed; Be polite to NHS; Follow lunch time guidelines; Wait for NHS to be dismissed. 

	missing /late work?
	Student must complete a HOMEWORK EXCUSE SLIP providing a reason (positive/negative) for why work is not in.  Students will copy this info into agenda for parents. Mrs. Samaddar will initial.  Ongoing late work will be communicated to parents. Late work is expected to be returned the next day.  Students will be asked to attend homework club or work in our classroom to get on track. Mrs. Samaddar will keep a log missing assignments.  Watch the PARKING LOT to see if you have anything missing!


	need help?
	Raise hand during class time; Please come and talk to me – e.g., when I am available and your timing does not disrupt the whole class; Email me any time. Voicemail; FIRSTCLASS; recess/lunch – don't be shy! ASK FOR HELP TICKET!

	nutrition break & water
	Each morning we have a nutrition break at approximately 10;00 a.m.  Please keep yourself hydrated with water.  Water bottles should be taken home and washed regularly.

	organizING papers
	Colour code; file in separate sections of binder or duotangs (coloured); Use the All Purpose Portfolio system; 

	parking lot
	Check this space  - back door for messages!

	pass in papers
	Wait until papers are collected; When absent, watch for a good time (Come in early, at recess, lunch or after school.  Pass papers across rows, not up the rows. Assignments will be placed in the HAND IN BOX, most often collected by student number (1, 2, 3, etc.); Respect privacy.

	PLAYGROUND EQUIPMENT
	To use sports equipment stored in class, please sign out with our class T.E.A.M. helper.   

	printer use
	Please ask permission before printing (class printer, library, lab).  Ensure you state pages to be printed and number of copies before hitting the “ok” button.

	PRIME TIME
	PRIME TIME is the first few moments in a class; student on-task work is the major activity during academic prime time. Please get to work immediately when you enter the classroom.

	respect of space
	Respect each other’s work/personal space. Keep your hands, feet, and objects to yourself.  Keep your work area tidy. Use appropriate language.  Support each other.


	RESPONDING TO EARTHQUAKE
	Stay Calm.  Follow teacher’s instructions.  Immediately crawl under your desk or nearest table.  Count to 30 with your teacher.  Stay under desk until instructed otherwise.  If teacher is not in room, you know what to do.

	responding to FIRE ALARM
	Stay Calm.  Stand when instructed.  Silence is maintained from start to finish.  Walk single file to far end of field.  Be ready to call out student numbers in order. Wait for instructions to return to class.  Again, silence must be maintained.

	school phone
	You must have a PHONE PASS.  This phone is reserved for emergencies only.  It is not to be used to arrange get- togethers with your friends.  Arrange your “dates” in advance, please (

	SCHOOLWIDE ANNOUNCEMENTS 
	As soon as you hear someone begin to speak over the PA system, stop what you are doing immediately and GIVE ME THE FIVE PLAN!

	SD 23 MISSION STATEMENT
	 “To educate students in a safe, inspirational learning environment where every student develops the knowledge and skills to be a lifelong learner and a healthy productive member of our global society.”

	self-imposed timeout
	Any time you need some personal space or may be upset, you are welcome to excuse yourself from the class and stand outside in the hall or at a side table. I will be with you ASAP.

	Sharing 
	Respect others ideas/opinions. Please put up your hand to speak; Listen/look to hear classmates/teacher; Consider your posture / sitting up in your seats – this is your "workplace". Use your please and thank you’s. Please avoid calling out or waving your hand to be noticed.


	Student Number
	Please remember your student number and know students who come before and after you.  Student numbers will be used for attendance; fire drill; collecting work; issuing laptops; numbering assignments –  they are effective for saving time, for use during emergency procedures and for a TOC.

	study buddy
	Students will record the name of three classmates they can call or email if they have questions about work in class.

	SUPPLIES
	Supplies are here for you if you paid SD fees.  Be responsible! If you need more supplies, please ask. Also, if you borrow things, please return  (e.g., stapler/tape).  Thanks so much!

	T.E.A.M. HELPERS
	Please complete your "duties" without reminders.  See side board for assignments and record in agenda.  Assessed within Health & Career Education – BC Social Responsibility Performance Standard

	textbooks
	Students wishing to take textbooks home are to sign them in/out using the chart on the clipboard board at the textbook station.

	TRANSITION TIMES
	Please be aware of time; Do things quickly when asked; Change energy levels as needed; Be aware of teachers' needs to teach.

	Turning work in late?
	Mrs. S must know the reason.  Arrangements may be made in advance.  Homework club and/or working in class before school, at lunch or after school are options.  Students consistently handing work in late without good reason will be asked to attend sessions to problem solve.  Parents will be contacted in order to assist/support your action plan. 

	washroom

USE
	Be respectful of others using same facility; Keep it clean; Place paper towel in garbage; Inform teacher/custodian if washroom needs supplies or cleaning.  


	WHEN VISITORS ARE IN CLASSROOM
	Follow routines.  Use your manners.  Help them to feel welcome.  If volunteering, say thank you as they leave.
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I understand our class procedures and routines and will do my 


best to follow them.





Signed (student)     ____________________





Parent Signature    ____________________





Date:           September    _____ , 2010
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