
Classroom Procedures 

Classroom procedures are for all of our benefit. They will help our day run more smoothly and with less confusion. 

This will help you succeed! 

 

Entering the Classroom 

Conversation as you enter the room should be at a level 2 voice or a regular inside speaking voice. Pick up your 

notebook and go to your desk. Get out a pencil and any homework. Begin your bellwork assignment quietly. 

Quieting the Class 

The teacher will give an amount of time to complete conversations and give attention to the front of the room. This 

may be 5 seconds, 30 seconds, 2 minutes, etc. The last five seconds will be counted aloud. At the end of those 5 

seconds the room should be quiet with all eyes on the teacher. 

Leaving the Classroom 

The bell rings to remind the teacher that class is finished and it is time to release the students to their next class. Do 

not pack up prior to the bell unless instructed. Therefore, when the bell rings students should remain in their desks 

until they have been released. This will be indicated with a statement such as “Have a great day!” 

Para educators 

In some of the classrooms, there will be a para educator to assist. You are to treat them with the same respect and 

courtesy as you should a teacher. 

Intercom Announcements 

Whenever you hear an announcement over the classroom intercom, everyone in the room should immediately 

become quiet so that all may hear the announcement. 

Asking for Help 

A student who needs assistance should first consult their notebook. If you need further clarification, you may quietly 

ask a neighbor on most assignments, if that is not allowed on a particular assignment it will be stated in class. Once 

you have tried those two steps, you may then indicate your need for assistance by setting your notebook up. While 

waiting for assistance on that problem, you should continue working on the assignment. 

Handing in Assignments 

Prior to an assignment being collected, there will be an opportunity for students to ask questions. Once all questions 

regarding the assignment are turned in, the assignments will be passed in as follows. 

When sitting in the arch shape, the students in the middle will place their paper neatly on the desk towards the 

outside of the arch. That student will collect the papers passed to them with their own and set it on the desk beside 

them. This will continue until the papers reach the outside of the arch. The student sitting at the end of the arch 

closest to the pencil sharpener will collect the piles of papers and bring them to the folder on the teacher’s desk. 

When sitting in groups, the assignments will be placed in the middle of the desks. The teacher will collect the 

papers or ask a student to collect the papers. 

Tardy 



Enter the room quietly. 

Excused: Place the slip in the homework basket on my desk. 

Unexcused: Sign the tardy list on the front table. The school’s tardy policy will be followed regarding consequences. 

Absences 

If you know you will be absent, please speak with me prior to your absence so that I can give you the anticipated 

work for the time you are gone. If you are absent unexpectedly, please come to the basket on the front table to 

retrieve your work. You may get assistance on the make up work from the teacher or another student. 

Classroom discussions 

Classroom discussions are a time for all students to get involved in figuring out the subject matter. For this reason, 

sometimes answers will be open for all and sometimes the teacher will ask a specific student. Please listen to the 

entire question so that you know how and when to answer. 

Homework 

Homework must be completed in pencil. Homework grades will be based on completion as well as correctness. 

Assignments can be corrected for additional points if turned within the next week. Students who do not turn in an 

assignment will pick up a ZAP slip and fill it out and return it to the teacher. 

Testing 

During tests, all students are silent, or zero level voices. The silent classroom will remain until the end of the period, 

or until the teacher gives other instructions. 

What to do if you complete an assignment 

Complete an enrichment assignment 

Complete practice problems 

Computer math games on your chromebook 

Complete a crossword, Sudoku or word find 

Work on another assignment 

Read a book 

Sharpening a pencil 

If your pencil lead breaks during class, please place it in the dull pencil container and pick up a new pencil. This is to 

be done quietly and without disturbing the other students. 

Bathroom  

During a classroom discussion or lecture, students will not be excused to the bathroom. During a working time, a 

student may raise 3 fingers to signal the need to go to the bathroom. The teacher will indicate their consent by 

nodding their head, or their request to wait by holding up their hand in a stop signal. Students will write their 

initials on the white board by the door. Erase it on your way back in to your sit upon your return. 

Drinks 

During class is not the time to go out to get a drink. Students should bring a water bottle or get drinks before coming 

to class.  


