Classroom Procedures

Before Entering the Classroom…

· Wait at entrance until I allow you into the classroom (the previous class must be dismissed).

· Take your assigned seat immediately.

· Copy the Date and LO into your notebook.

· Copy homework in your planner/notebook.

· Assignments that are to be collected/checked must be out. 

· Homework monitors should see me after they have copied the Date, LO and HW.  Homework monitors will help the teacher collect/check homework, read answers and report students who are missing assignments.

· Attendance monitor should record attendance on the chalkboard/whiteboard and report absentees to the teacher.

When You Sign In/Out of classroom…

· Sign-out books

· All students must sign out whenever he/she leaves the classroom.

· Only one female and one male may be signed out at once.

· Student must take their respective pass (boy/girl pass)

· Sign-out book monitor is responsible for ensuring all students sign out and in when leaving/entering the classroom.

· No signing out the first 10 minutes and last 10 minutes of class

· Nurse

· You will receive a special pass to the nurse.  

· You must sign the respective sign-out book.

When You Leave the classroom…

· Easels must be cleaned; markers and erasers returned to table bin/easel tray. 

· Bins on tables must be organized free of trash; cubbies, table and floor must be free of trash (table leader responsibility)

· Collect ALL belongings; leave nothing in cubbies

· Chairs must be pushed in under table

· The students in the front of the line must stay 3 feet behind the doorway entrance (for safety purposes). NO student should be in the hallway unless dismissed by the teacher

Monitors: 

· Homework (2)

· Check/Collect homework and record names of students who did not complete homework in the “homework log”

· Read answers to homework questions.  

· Attendance - Record number of students in class on the whiteboard.  Report absentees to Ms. Fazio

· Lab Specialist - On Lab days, this individual will be my go-to man/woman.  

· Computer Cart (2)

· Records which students have taken computers from the cart into “computer log”

· Responsible for making sure all computers are returned to their proper place at the end of the period.

· Sign-out Book 

· Responsible for maintenance of sign-out books.  

· Make sure all students have logged their names, place, and time in and out.

