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Procedures are a part of life.  We follow procedures when we go to the movies, eat at a restaurant, or 

fly on an airplane.  The reason we have procedures is so people can function in society knowing the 

proper and appropriate way to do things.  Procedures can make things run more efficiently, help 

people to be more successful, and also make things safer.  Think of what would happen if people 

didn’t follow the procedure at a stop sign or red light!  This classroom also has its own set of 

procedures.  These procedures help to establish our classroom culture.  When everyone follows the 

procedures, our class becomes safer, calmer, and a better environment in which to learn.  Although 

you may not remember them at first, please do your best to follow the procedures below.   Let’s all 

choose to have a great year! 

-Ms. Caldwell 
 

Classroom Expectations: 
Be Respectful  

 Listen when others are speaking 
 When teachers are talking, raise your hand to communicate or ask a question 
 When class ends wait for the teacher to dismiss you 
 Use appropriate language 
 Use an inside voice (unless otherwise stated by the teacher) 
 Use “It bothers me when…” and “I wish…” when resolving conflicts 
 After problems are resolved, everyone starts with a clean slate 
 Encourage others 

 

Be Responsible and Safe 

 Participate in discussions 
 Keep hands, feet and objects to yourself 
 Use all school and classroom property with care 
 Walk in the classroom  
 Always do your best  

 

Be Prepared 

 Keep your work and your work area neat and organized 
 Complete your work on time 
 Bring all necessary materials to class (books, paper, pencil, pen, etc.) 
 Take your seat silently and begin working 
 Complete all homework on time 

 

Classroom Procedures: 
 

How to Enter the Classroom 

Calmly and quietly (silently) enter the room and take your assigned seat.  Immediately get to work at 

your desk.  There will always be something for you to do.  Please do not enter the classroom if the 

door is closed, or if there is not a teacher present. 



 

 

 

Food, Candy, and Drinks 

No food, candy or drinks are allowed in my classroom. 1
st
 offense – I will ask you to put it in your 

book-bag. 2
nd

 and further offenses – I will take the food, drink or candy and put it in the trash. If it 

becomes a habit other actions will be taken.  

 

Starting Class 

You start the class- not the teacher!  And you need to start right away! 

1. Place your backpack on the back table. Make sure you have everything you need before going 

to your seat.  

2. Take out any homework due that day and leave it out on your desk. 

3. Copy tonight’s homework into your Student Calender (Ms. Caldwell will give you one each 

month).  If there is no homework, the board will say “NHW” and you need to copy that into 

your onto your calendar. 

4. Read the Objectives and Daily Agenda to see what you will be working on in class that day. 

5. Complete the “Do Now” activity that will be posted on the board. 

6. Study your vocabulary and spelling words if you have extra time.   

 

Book-bags/Backpacks 

Backpacks should be placed on the back table at the beginning of class. You should make sure you 

have everything you need before sitting down. Backpacks may then be collected from the table at the 

end of class.  

 

If You Are Absent 

Each class is assigned a student to take attendance and act as the “Absent Assistant”.  If you are out, 

the Absent Assistant will write down what you missed on a “While You Were Out” form and attach 

any papers given out on that day.  These papers will be placed in the “Absent Student Pickup” tray 

next to the door.  It is your responsibility, not the teachers, to collect this work and see that it is 

handed in.  You have one day for every day that you were out plus one extra day to make up the work 

(if you miss one day of class, which means you have two days to turn in any missing work).  All tests 

and quizzes should be made up within five school days. 

 

Binders/Notebooks 

Binders will be checked at least four or more times per quarter (nine-weeks). Bring your binder to 

class daily or leave it on the shelf in the back of the room. Binders should be kept using the 

guidelines and updated daily.  

 

If You Are Tardy 

If you are entering the class after it has started, put your late pass on the teacher’s desk.  If you do not 

have a late pass, you will lose a “Preparation and Participation” point.   

 

Hand Sanitizer and Tissue 

You may walk to the front table and use hand sanitizer or get tissue during independent practice. You 

may not take hand sanitizer or tissue to your seat. Only one student at a time is allowed at the front 

table.  

 

When the Teacher Wants Your Attention 

When I want your attention, I will: 



 Stand in front of the class 

 Raise my hand 

 Wait for everyone to be quiet 

 Begin speaking 

 

How to Set Up a Paper 

Most papers that will be handed out this year will already have a heading on them.  However, if you 

are handing in an assignment on your own paper, please adhere to the follow guidelines.   

Each paper must have four things in the top left-hand corner. Papers without a heading will not get 

full credit for the assignment.  

1. Your first and last name 

2. The date 

3. The class section 

4. The assignment  (Example:  1.1 Section Review Questions) 

 

Using the Bathroom 

You are given three bathroom breaks per day: before school, after-lunch, and during seventh period. 

No one will be able to use the bathroom or get water during class. Do not beg, plead or bargain this is 

the expectation.  

 

Throwing Away Trash 

Please throw away trash before or after class. You may not throw away trash during class discussions 

or when the teacher is talking.  

 

Sharpening a Pencil 

Please sharpen pencils before class begins.  If necessary, you may sharpen your pencils during class 

but not while the teacher is speaking.  Use your own judgment to determine a good time.  Only one 

student at a time is allowed at the pencil sharpener. 

 

Turning in Papers 

Homework needs to be handed in the day it is due.  In most cases, homework should not be handed in 

ahead of time since it may get lost and we will review the answers in class.  To pass in your paper, 

place your paper on the desk to your right.  If/when you receive a paper, place yours on top, and 

continue passing the stack to your right.  There will be no need to tap, touch, or poke anyone to get 

their attention.  Once all the papers from the row have reached the last person, they may pass the 

stack to the person behind them.  The student in the back, right-hand corner should deliver the stack 

of papers to the teacher’s Inbox on her desk.   If you are the only one that needs to hand something in, 

you may place the paper in the Inbox on the teacher’s desk.  

 

If You Do Not Have Your Homework 

If you do not have your homework, you still need to turn in a paper.  There is a “Homework Excuse 

Notes” folder by the door for these instances.  Once you realize that you do not have your homework, 

take a Homework Excuse Note and fill it out completely.  Hand this paper in when the teacher 

collects the homework. 

 

Classroom Discussions 

All students are asked to participate in classroom discussions.  Your teacher wants to hear what you 

have to say!  However, please make all questions and comments relevant to the current discussion.  

If your question is off the topic, write it down and ask it later.  Students should raise their hand to 



volunteer an answer or ask a question.  Please refrain from shouting out ideas without being 

called on. 

 

If You Finish Your Work Early 

If you finish your work before others are done, there are several things that you may do. 

 First, check to make sure that you followed all directions and completed the entire 

assignment.  Yes, there may be a back side to the paper! 

 Review the most recent vocabulary words. 

 Organize your Binder. 

 Choose a book from the classroom library to read. 

 If allowed, start working on tonight’s homework. 

 

When You Want the Teacher’s Attention 

If you need to get the teacher’s attention, raise your hand and patiently wait for her to respond. Don’t 

yell out her name – wait patiently. If you are sick or it is an emergency, you may interrupt the teacher 

if she is speaking. 

 

If You Feel Sick 

If you feel sick, tell your teacher. Please let your teacher know if you feel faint or if you’re not sure 

you can make it to the nurse’s office alone. 

 

If You Think You Are Going to Throw Up 

If possible, tell someone near you that you feel sick.  Head directly to the bathroom.  Do not sign out.  

Do not take a pass.  Just GO! 

 

If the Fire Alarm Goes Off 

If the fire alarm goes off, stop what you are doing immediately and quietly line up at the door.  This 

is not the time to talk!  The teacher will direct you to the nearest emergency exit.  The last person out 

of the classroom needs to shut the door. 

 

End of Class Dismissal 

The teacher dismisses the class, not the clock.  Do not start packing up your materials in anticipation 

of the end of class.  Class is over when I say: “Have a great day!” or “See you next class!” 

 

Cleaning Up 

One student from each class will be appointed as the class cleaner. If you are the class cleaner you are 

responsible for making sure all trash is in the trash can and the room is swept. If you do a good job 

you will be awarded extra participation points.  

 

Desks 

Each desk will have a symbol and a color taped in the top right corner. This is to be used for partner 

and group work. Do not deface this label or the desk in any-way, shape or form. Please refrain from 

drawing on the desks (even with an expo or dry erase marker).  

 

Bulletin Boards 

We will use bulletin boards and other areas to display work, record assignments, and so forth. 

However, please refrain from writing your name or drawing on the walls, border paper, and other 

posters hanging in the classroom.  

 



 

Participation and Preparedness Points 

You will have the opportunity to earn points as an individual or for your team based on your 

participation, staying on task, following instructions and being prepared. At the end of the quarter 

you can cash in your points for a homework pass, yellow jacket bucks or other items.  

 

Rewards and Recognition 

A sense of accomplishment 

Verbal praise and shout outs 

Certificates of recognition 

Notes from the teacher 

Classroom celebrations 

School-wide rewards 

Yellow-Jacket Bucks 

Participation Points 

 

Consequences 

Consequences will be based on careful assessment of the circumstances of each case, including the 

seriousness of the offense, the frequency of the misconduct, the student’s attitude, and the potential 

effect of the misconduct on the school/classroom environment. Consequences may include: 

 

Change of seat 

Timeout in the classroom 

Timeout in another classroom 

Fill out Behavior Journal/Essay 

Silent Lunch 

Elective Detention 

Phone call to parent  

*Referral 

 

*Before being given a referral, student must have received at least two consequences including a call 

home (with the exception of students whose parents cannot be reached by phone). Any threat, 

insubordination, or act of physical violence will receive an immediate referral.  

 

TABLE GROUPS!!  
 
Your Seat 

 Each desk will have a symbol and a color taped in the top right corner. This is to be used for partner and 
group work.  

 Do not deface this label or the desk in any-way, shape or form. Please refrain from drawing on the 
desks (even with an expo or dry erase marker).  

 Depending on your seat in your table group you will be in charge of certain things in the group!  
 
 
 
 
Your Table Group 

 This is your ELA family – that means even if you don’t like everything about the people in your group 
you must work together.  



 Each person in your group will be given a job. This job will be used each day in class, and jobs will 
change every two weeks.  

 At the beginning of each unit you will work with your other group members to name your group for the 
duration of the unit. (Examples will be given to help you!) 

 
TABLE JOB TITLES 

 

Personal Assistant Mr. or Ms. Clean Manager Reporter 

If a student in your group 
is absent you are 
responsible for collecting 
materials for that student 
and placing them in the 
“While You Were Out” bin.  
Gets supplies for the 
group.  

Makes sure the groups 
table and area around the 
table is clean.  
 

Manages the groups time 
and keeps the group on 
task.  

Reports to the teacher 
about what is going on in 
the group.  
Raises hand and answers 
questions for the group. 
Presents work in front of 
the class.   

 
 
 


