
Day 1
TEACH:
Removing from backpacks everything needed for the day.
Arrangement of everything in student’s desk.
Classroom number for each student to identify personal cubby.
Organizing binders using dividers.
Heading on every paper handed in.
Using an agenda to record assignments.
Appropriate time to sharpen a pencil, get a drink, ask to use restroom, or go to cubby.
Procedures for attendance and lunch count.
Lining up alphabetically if buying lunch.
Where to sit at lunch and five people to each side of table.
Handshake or enthusiastic high five with eye contact to greet teacher each morning before entering the classroom.
Procedures for handing in work.
Procedures for handing out papers.
Procedures for using supplies in team crates.
Procedures for asking a question.
Fire drill procedures.
Lining up for specials and dismissal.
Signal for quiet and focus on teacher.
Procedures for water bottles and healthy snacks.
School rules.

Day 2
TEACH:
Checking projection system for morning procedures. 
Procedures for using classroom computers.

REINFORCE:
Handshake or enthusiastic high five with eye contact to greet teacher each morning before entering the classroom.
Removing from backpacks everything needed for the day.
Arrangement of everything in student’s desk.
Classroom number for each student to identify personal cubby and include on all papers handed in.
Heading on every paper handed in.
Appropriate time to sharpen a pencil, get a drink, ask to use restroom, or go to cubby.
Procedures for attendance and lunch count.
Lining up alphabetically if buying lunch.
Five people to each side of lunch table.
Procedures for handing in work.
Procedures for handing out papers.
Procedures for using supplies in team crates.
Lining up for specials and dismissal.
Signal for quiet and focus on teacher.

Day 3
TEACH:
Handing in assignments, as well as notes and forms for teacher.
Emergency procedures if teacher is hurt or ill.
How to complete classroom jobs.
Self-manager rubric.

REINFORCE:
Enthusiasm, eye contact when greeting teacher as entering classroom.
Removing from backpacks everything needed for the day.
Checking projection system for morning procedures. 
Heading on every paper handed in.
Using an agenda to record assignments.
Appropriate time to sharpen a pencil, get a drink, ask to use restroom, or go to cubby.
Lining up alphabetically if buying lunch.
Five people to each side of lunch table.
Procedures for attendance and lunch count procedures.
Procedures for using classroom computers.
School rules.

Day 4
TEACH:
Computer lab procedures.

REINFORCE: 

Enthusiasm, eye contact when greeting teacher as entering classroom.
Removing from backpacks everything needed for the day.
Checking projection system for morning procedures. 
Heading on every paper handed in.
Using an agenda to record assignments.
Appropriate time to sharpen a pencil, get a drink, ask to use restroom, or go to cubby.
Lining up alphabetically if buying lunch.
Five people to each side of lunch table.
Procedures for attendance and lunch count procedures.
Procedures for using classroom computers.
School rules.
Fire drill procedures.
Handing in assignments, as well as notes and forms for teacher.
Emergency procedures if teacher is hurt or ill.
How to complete classroom jobs.

Day 5
TEACH:
Procedures in completing classroom jobs according to job descriptions worksheet.
Procedures for using math Versatiles.
Procedures when assigned work is completed.

REINFORCE:
Enthusiasm, eye contact when greeting teacher as entering classroom.
Removing from backpacks everything needed for the day.
Checking projection system for morning procedures. 
Heading on every paper handed in.
Using an agenda to record assignments.
Appropriate time to sharpen a pencil, get a drink, ask to use restroom, or go to cubby.
Lining up alphabetically if buying lunch.
Five people to each side of lunch table.
Handing in assignments, as well as notes and forms for teacher.
Self-manager rubric.

Day 6
TEACH:
Procedures for checking spelling words.
Procedures for lockdown drill.

REINFORCE:
Enthusiasm, eye contact when greeting teacher as entering classroom.
Removing from backpacks everything needed for the day.
Checking projection system for morning procedures. 
Heading on every paper handed in.
Using an agenda to record assignments.
Appropriate time to sharpen a pencil, get a drink, ask to use restroom, or go to cubby.
Lining up alphabetically if buying lunch.
Five people to each side of lunch table.
Handing in assignments, as well as notes and forms for teacher.
Self-manager rubric.
Procedures in completing classroom jobs according to job descriptions worksheet.
Procedures for using math Versatiles.
Procedures when assigned work is completed.

Day 7
REINFORCE:
Enthusiasm, eye contact when greeting teacher as entering classroom.
Removing from backpacks everything needed for the day.
Checking projection system for morning procedures. 
Heading on every paper handed in.
Using an agenda to record assignments.
Appropriate time to sharpen a pencil, get a drink, ask to use restroom, or go to cubby.
Lining up alphabetically if buying lunch.
Five people to each side of lunch table.
Handing in assignments, as well as notes and forms for teacher.
Self-manager rubric.
Procedures in completing classroom jobs according to job descriptions worksheet.
Procedures for checking spelling words.
Procedures for handing out papers.
Using supplies from team crates.
Emergency procedures if teacher is hurt or ill.

Day 8
REINFORCE:
Enthusiasm, eye contact when greeting teacher as entering classroom.
Removing from backpacks everything needed for the day.
Checking projection system for morning procedures. 
Heading on every paper handed in.
Using an agenda to record assignments.
Appropriate time to sharpen a pencil, get a drink, ask to use restroom, or go to cubby.
Lining up alphabetically if buying lunch.
Five people to each side of lunch table.
Handing in assignments, as well as notes and forms for teacher.
Procedures in completing classroom jobs according to job descriptions worksheet.
Procedures for checking spelling words.
Procedures for lockdown drill.
Computer lab procedures.

Day 9
TEACH:
Procedures for participating in a class meeting including giving compliments and taking turns speaking without raising your hand.

REINFORCE:
Enthusiasm, eye contact when greeting teacher as entering classroom.
Removing from backpacks everything needed for the day.
Checking projection system for morning procedures. 
Heading on every paper handed in.
Using an agenda to record assignments.
Appropriate time to sharpen a pencil, get a drink, ask to use restroom, or go to cubby.
Handing in assignments, as well as notes and forms for teacher.
Procedures in completing classroom jobs according to job descriptions worksheet.

Day 10
REINFORCE:
Enthusiasm, eye contact when greeting teacher as entering classroom.
Removing from backpacks everything needed for the day.
Checking projection system for morning procedures. 
Heading on every paper handed in.
Using an agenda to record assignments.
Appropriate time to sharpen a pencil, get a drink, ask to use restroom, or go to cubby.
Lining up alphabetically if buying lunch.
Handing in assignments, as well as notes and forms for teacher.
Procedures in completing classroom jobs according to job descriptions worksheet.
Procedures for participating in a class meeting including giving compliments and taking turns speaking without raising your hand.

	Entering the Classroom

	Students enter the classroom quietly and calmly, put their belongings away quickly according to the morning routine, and do the bellwork.

	 

	Bell work

	Each morning there is a bell work assignment on the board or overhead projector.  Students enter the classroom and get started on the assignment.

	 

	Quieting the Class

	I raise my hand to quiet the class.

	 

	Taking Class Roll

	A student is taught the procedure of how to be the “Attendance Keeper.”  This student places an “Absent” folder on that desk of the student who is absent. I can then glance around the room quickly and know who is absent.

	 

	Class Motto

	Every morning the class says the classroom motto, which is posted on the wall in the front of the room.  Everyone stands and says the motto together to start off our day.

	 

	Collecting Seat Work

	Work is collected according to the configuration of the desks.  If the desks are arranged in rows, students collect their seatwork by passing the papers across their rows.  Students seated at tables collect their work by placing their finished papers in the middle of their table.  The student whose job is to collect papers walks around the room and picks up each table’s stack of papers and puts them in the finished work basket at the front of the room.

	 

	Turning in Work

	There are two baskets placed in the front of the room.  One basket is labeled “class work” and the other is labeled “homework.”  Children place their work in the appropriate basket.

	 

	Notes From Home

	Students place any notes from home in the basket labeled “Notes from Home.”

	 

	Restroom Breaks

	Individual students are allowed to go to the bathroom four times a month without having a tally pulled.  They use their daily agendas as their pass and have the teacher sign and date when they are going.  Only one student may use the restroom at a time.  Students are excused as a class to go to the restroom during lunch and recess.

	 

	Going to Lunch

	Students make two lines by the outside door, one for “home lunches” and one for “school lunches.”  The students buying their lunches line up in alphabetical order.  Students are picked up after lunch on the blacktop as they wait in the area of their classroom number.  (Numbers are painted on the blacktop.)

	 

	Cafeteria

	Students follow the cafeteria procedures as well as the classroom rules.  Students clean up their sitting area after they are done.  Students should be on their best behavior by using “Please” and "Thank You.”

	 

	Working in Cooperative Groups

	Students are placed in teacher chosen groups at all times.  They are reminded of the procedure for Support Groups. 

	1. You are responsible for your own work. 

2. You are to ask a “support buddy” for help if you have a question. 

3. You must help if you are asked for help. 

4. You may ask for help from the teacher when the group agrees on the same question. 

	 

	Picking Monitors 

	Students are chosen to do things in class by picking a Popsicle stick from the can labeled “Pick a Stick.”  Each student’s name is written on the bottom end of a Popsicle stick and the sticks are all placed in a can.  The teacher draws a stick in order to pick students for a variety of things.

	 

	Pinning Up Class Work

	Students pin up their work on the clothesline in the front of the classroom.  Whenever an activity that requires glue or paint is completed, the clothesline is used to hang the paper to dry.  At the end of the day the students remove their dried papers and stack them in the “Class Work” basket.

	 

	Keeping the Noise Level Down

	A traffic signal is used to remind the students of the noise level for the classroom.  A large cutout stoplight is hung in the front of the room with three black circles and a hook on each circle.  Green, yellow, and red circles have been cut to fit over the black circle.  The red circle is hung from its hook to indicate silent time, the yellow circle for whisper time, and the green circle for talk freely time.

Classical music is played during class time. Children keep their noise levels lower than the sound of the music.

	 

	Sending Notes Home

	Notes to go home to parents at the end of the day are placed in the cubbies.  This is the cubby keeper’s job to do.  Students are responsible for sharing all of the notes with parents each evening.

	 

	When a Student Is Absent

	When a student is absent, an absent folder with a yellow sticker is placed on that student’s desk.  Copies of all papers passed out during class or any notes that need to go home are placed inside the folder.  When the student comes back to school he/she knows to complete the missed work in the yellow folder.  The absent work is placed on the shelf in the front office of the school for parents to pick up after 3:00 p.m.

	 

	Changing Groups/Transitions

	The teacher gives a verbal announcement of five minutes left before changing centers, lessons, activities, etc.  When it is time to change, a variety of methods are used.

	1. Play music 

2. Snap/clap rhythm pattern led by teacher 

3. A bell is rung 

	Students know what these different signals mean and make the change quickly and quietly.

	 

	If the Teacher Is Out of the Classroom

	Students remain on task while the teacher is out of the room. Classroom rules and procedures are followed as they continue their work. The classroom aide or a teacher next door is available for help if needed.

	 

	Daily Closing Message

	At the end of the day the class reads the daily closing message, a short summary of the day’s events.  One child is chosen to read this message to the class as everyone else follows along.  The daily closing message is prepared during the day by the teacher and then photocopied for each student to share with their parents that evening.  This communication tool is a great way for teachers to keep parents aware of upcoming events, important information, and the children’s day in school. 

	 

	Saying “Thank You.”

	At all times remember to say thank you to one another.  Along with thank you, “please” should also be used at all times.

	 

	End of Class Dismissal

	The bell does not dismiss the class; I dismiss the class.  Students are dismissed when called upon, either individually or by groups.

	 

	Transportation

	Students follow the school’s rules and classroom’s procedures even when riding in vehicles on school outings.  When walking to or from the bus or car, the procedures for the halls are followed.  Students stay seated while on the bus or in the car and respect the property.  Seat belts are worn at all times.  Low voices are always used in the vehicle.  There is no eating in the car or bus unless the driver says it’s okay.


1. The teacher decides what she wants her students to learn. 

2. The teacher shows them what they are to learn. 

3. They practice or do the assignment on what they are to learn. 

4. They are tested on what they know they are to learn. 

There are no secrets as to what is expected of them.  When I do this they all succeed.

If students know what they are to learn,
you increase the chances that the
students will learn.
This procedure minimizes transition time and helps everyone, teacher and students, start the lesson right away.
	This is how the teacher uses the cards. 

	1. I teach them what each word card is and what it looks like. 
2. I hold up models of a shape and they hold up the card that identifies the models. We do this for a few days or until I see they know them well. 
3. I hold up something that is real world and they match the shape. 
4. I have them find something in the classroom to match to their word cards. 


As we use these cards, we also discuss the number of sides, faces, angles, etc.  I work on things like flips, turns, slides, congruency, lines of symmetry, parallel lines, and angles (right, greater than, or lesser than). 
· Another method used is counting to five and each number symbolizing an action. "1- I need your eyes on me; 2- I need your ears; 3- You should all be sitting; 4- Sit up straight; 5- Five Star (Give Me Five) students ready to begin." 

· The teacher ringing the small bell on the desk quiets the class. The bell signals the class to be quiet and listen. 

Ideas for what I need to teach the first days of school
Lining Up to Leave
Heading on Paper
Disaster Drills
Going and Coming From Recess
Hall Behavior
Managing the Class' Behavior
If Students Finish Work Early
If Students Don't Finish Their Work in Class
Storage for Recreational Reading Books
RAP Time (Read Any Place)
Keeping Students' Desks/Cubbies Clean
Lining Up to Leave
Heading on Paper
Keeping Your Take Home Folder or Daily Journal
Knowing the Schedule for the Day
If a Student Is Tardy
When a Student Needs Help
Returning Student Work
Handing Out Playground Materials
Moving About the Room
Going to the Library
Returning to Task After an Interruption
When a School Wide Announcement Is Made
If Someone Is Suddenly Ill
For a Classroom Party
Restroom Behavior
When Visitors Are in the Classroom
Assuring Names on Papers
Listening to/Responding to Questions
Indicating Whether a Student Understands or Not.

First Day of School

Greet each student at the door: 

· hand each child a classroom rules sheet (goes in notebook) 

· direct them toward their assigned seat (alphabetical) 

· tell child to read and follow the instructions written on the board 

· have instructions written on board for them to start on 

· finish greeting the last to arrive in class 

Welcome students to class and introduce myself: 

· my name 

· talk about family (husband, kids) 

· education 

· where I'm from and where I live 

· tell them why I wanted to teach 

Arriving and leaving class: 

· teach procedure for arriving in class 

· teach procedure for dismissal from class 

Explain rules and daily procedures: 

· refer to the rules that are posted at front 

· explain discipline plan and refer to poster 

· go over procedures and refer to poster 

· talk about "We missed you" chart 

Number assignments: 

· each person will have a number that represents them 

· the number will be on all of their art papers and on their art folder 

· this will help all of us to keep our papers straight 

· when writing your number on something put your grade level before your number (1st-5; 2nd-8 and so on) 

Respecting the classroom and the art supplies: 

· refer to classroom rules and procedures 

· teach them to be responsible for the art supplies and room; teach procedures 

Teachers things and students things: 

· some things are only for me 

· other things are for you to use as you need it 

Explain thematic lessons and such: 

· will be going along with what regular teacher is teaching 

Art centers: 

· everyone will get a chance to go to all the centers 

· art centers board will have names (numbers) that tell us who does what that day 

Portfolios: 

· each child will be taking a portfolio home 

· papers will be stored (filed) in a container until end of semester (or year?) 

Notebooks: 

· this is so that the child can record their grades and keep track of them for themselves 

· to store vocabulary words for future use 

· to write a weekly journal entry about what they liked most about the weeks lesson 

Classroom Procedures for Your Success
Morning Entry Procedures 
1. Say "hi" to all your classmates. 
2. Greet your teacher as you enter. 
3. Enter quietly and in an orderly fashion.
4. Place backpack outside and neatly lined up.
5. Empty your backpack and bring in homework and needed supplies.
6. Turn in homework to be turned in or keep homework at desk to be graded in class.
7. Start work on your seatwork. 
8. Expect a great day.

Desk Procedures
1. Only your notebook, assignment book, textbooks, reading book and supply box belong in your desk.
2. Toys, food, and loose papers do NOT belong in your desk.
3. Keep hands, feet, paper, books, and pencils off your neighbors’ desks.
4. CLEAN your desk and the area around it before you leave.
5. Push in your chair EVERYTIME you get up.

Line-up Procedure: Leaving Classroom
1. Stand in two equal lines.
2. First excused line starts out of room followed by second line. 
3. Wait quietly.
4. NO TALKING IN HALLS. 
5. Walk out the door.

End of the Day Procedure
1. Copy down homework.
2. Clean around your desk.
3. Pack assignment book and homework needed.
4. Wait for teachers to dismiss your number to get your backpack. 
5. Leave ONLY when dismissed by the teacher. 
6. Say "Goodbye" to classmates and teacher. 
7. Make sure to be at the bus on time.
8. Plans of how you are going home may not change.
9. Remember to tell your family about your day. 

Restroom Procedures
1. Only one at a time may go.
2. Quietly hold up three fingers, and shake your fingers if it is an emergency. 
3. Wash your hands.
4. Come right back and enter QUIETLY.

Drinking Fountain Procedures
1. Drink water at recess, lunch, or when your work is FINISHED.
2. Do NOT line up at the drinking fountain outside or inside the classroom AFTER the recess bell has rung.
3. Maximum 3 people at sink area at anytime. 
4. Wipe the sink after you drink.

Computer Procedures
1. Wash hands before you use it.
2. No more than 2 people at a computer.
3. Refer your questions to the technology assistant. 
4. Clean up the area around you before you leave.
5. Log out of all programs.
6. Shut off the computer at the end of the day if you are the last to use it.

Goals, Yellow Cards, and Red Cards
1. When you receive a goal, put it in your "safe place".
2. At the end of the week have ALL goals totaled for recording.
3. If you receive your first yellow card of the week, put it in your slot.
4. You must then see the Peer Counselor and put your entry into the LOGBOOK. 
5. Then check in with the recess aide and sit out for that day.
6. If you receive your second yellow card, put your entry in the LOGBOOK. 
7. Report to Mr. Gibbs to receive counseling¬
8. For the remainder of the week sit out at recess after checking with the duty 
aide. 
9. If you ever receive the nasty red card, see Mr. Gibbs when instruction is finished. Choose between the call home and DISCIPLINE ESSAY. See step 8 and continue for two full weeks.

Peer Council
1. Insure you are talking to all YELLOW CARD RECIPIENTS.
2. Check LOGBOOK to see that they signed it.
3. Report any problems to me.
4. Settle as many disputes at recess as possible.

Substitute Procedures
1. Respect Substitute's Directions and Rules, even if they are not exactly the same as ours.
2. Remember Substitute is taking my place and is an equal of mine. 
3. Be as helpful as possible.
4. Substitute has all Procedures!
5. ASSIST THE SUBSTITUTE IN FINDING SUPPLIES.

Group Work
1. Greet all group members.
2. Be prepared with the necessary tools and resources to be successful. 
3. Collaboration is the key to being a successful learning club.
4. All members participate, share, learn from, and help one another. 
5. Use same procedures for speaking as you do during class.
6. No one group member is to do all the work. 
7. Practice Active Listening.
8. Cooperate.
9. Do your personal best.

Job Procedures
Technology Assistant.
1. Turn on all computers in the morning. 
2. Turn on overhead for seatwork.
3. Get TV, VCR, and stereo ready when appropriate.
4. Keep all remotes and supplies in their proper storage areas.
5. Assist others in using computers.
6. Monitor SMART board area and insure no one is playing there. 
7. Insure no loose cords are in dangerous positions.

Messengers
1. Collect papers from ends of rows.
2. Take Attendance folder to office in morning.
3. Listen always for Mr. Gibbs when he calls for a messenger.
4. Always write down anything other teachers tell you for Mr. Gibbs.
5. Hand out papers at end of day that need to go home from stack.

Pet Caretakers/Gardeners
1. Water plants when needed.
2. Prune and clean out pots as needed.
3. Rotate plant locations for sunlight each week.
4. Feed pets when needed.
5. Clean out cage or tanks on Fridays.
6. Report any problems or supply needs to Mr. Gibbs.

Organizers
1. Keep paper box, paper drawers, and supply cabinets orderly.
2. Check bookshelf once a week to insure books are in the correct category.

Cleanup
1. Check trash cans to see if they need dumping outside. 
2. Monitor sink area.
3. Check student desks once a week and notify students if they need attention. 
4. Check floors at the end of the day and remind classmates of pick up rules. 
5. Supervise clean up after projects in coordination with Organizers.
6. Help Art Teacher in cleaning up.
7. Dust shelves, computers, TV, and counters weekly.

Personal Procedures for Achievement
Homework Procedure
1. Write homework assignment correctly in Daily Planner.
2. Put your homework in the correct place so you do not forget it at home!
3. Call "STUDY BUDDY" if you have any questions.
4. Come to school with your homework finished.
5. Read board to learn which assignments should be turned in and which stay at your desk.
6. Turn in homework into CORRECT Box!
7. Maximum 3 people should be at box area at anytime.
8. Unfinished homework will be completed during the day it was due (on your time), then turned into LATE Box.
9. Absent homework needs to be turned into the ABSENT box.

Completed Work, Turn-in Procedures
1. Put work in the correct box.
2. Place your work inside, and make sure that it is facing the same way as the others.
3. Organizers must order papers by student ID number.
4. Start Finish Work Assignments on board.

How to Correct Assignments
1. Have assignment finished.
2. Make sure it is ALL legible.
3. Make sure the correct heading is on the top of your paper.
4. Switch papers with your neighbor.
5. Listen for Mr. Gibbs.
6. Get your correcting implement.
7. Put an "X" next to something that is INCORRECT. 
8. Leave correct items without markings.
9. Know what kind on grade to place at the TOP of the assignment. Either a number correct over the total number completed or a percentage. Mr. Gibbs will tell you.
10. Make sure that all your questions and concerns have been answered after grading has taken place and before the assignment is turned in to the teacher.

How To Fill Out Student Planner
1. Copy everything WORD for WORD from the board.
2. Ask Mr. Gibbs if you are unsure what something means. 
3. Check on status of long-range projects everyday.
4. Never leave to go home without it completed. 
5. Never come to school without it.
6. Have parents sign off each evening showing they have seen it.

Missing a School Day Procedure
1. Note that you have as many days as you were absent to make up assignments.
2. You are responsible for your work -- not the teacher, not your friends, not your parents.
3. When you return, look in your file under your number for assignments.
4. Ask Study Buddy to help you understand work you do not understand.
5. Reschedule with the teacher any tests or quizzes you may have missed within 2 days of returning. 
6. Ask the teacher for clarification of assignments during a break time if you still do not understand. 
7. Be responsible and take control.
8. If you do not ask for clarification, it will be assumed you understand. 
9. Work not turned in will result in a zero.
10. All late work is turned into the LATE Folder in the Folder section of the classroom. Late work turned into some other place may be lost or not graded. 
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