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Teacher Classroom Procedures
· Post district and school rules by phone
· Post fire drill procedures by phone with school phone list

· Post TEKS objectives on front board

· Divide back whiteboard into sections by blocks.  Each day post TEKS objective, goals, agenda, homework & for tomorrow information in each block.
· No eating in the room

· Instead of having raised hands during independent time, allow students to write their names on the board and visit them accordingly, thus allowing students to continue their work safe in the knowledge that you will give them instructional time.

· Have signal to indicate to students that you are not to be interrupted – ex. During small group time wear a hat or lea to indicate you are ‘on vacation – do not disturb’.

· Don’t sit at desk.  Walk continuously.

· Have seating charts on clipboard for each block.  Use seating chart to take roll and record completion grade for homework assignments.  Use chart to record participation during class.  Use seating chart to record work handed into in box.

· Use group material person to distribute supplies and collect products when applicable.  At other times use kinesthetic learner to do movement tasks.

· Use reminder, warning, consequence sequence for behavior modification

· Use class constructed consequences to enforce class constructed rules.  Also use class constructed privilege list to enhance desirable behavior.

· Seating chart should be posted on by phone and in sub-binder

· Take roll during warm-up, post on web ASAP.

· Keep workbooks or TEKS books in cabinets at all times unless checked out by individuals through resource check-out list

· Follow team procedures for release and assignment of text books.  Have spread sheet with students names and number of book they are assigned.

· Use ‘give me 5’ to secure student attention

· Expect accountable, on-task talk during group or discussion time.  Side-talk should not be tolerated.

· Talking during announcements is not permitted.

· Encourage students to use “Ask 3 then me” policy for procedure or material questions

· When needing help look to mentor, grade level subject teachers, grade level team teachers before going elsewhere.

· Collect all completed work in drawers by block.  Keep all tests and quizzes in student file.  Collect samples of student homework and products as needed for personal file.

· Provide extensions for class lessons and computer or project extensions when possible for students who finish early.
· Finish each class lesson with a summary of the learning and its tie in with the TEKS objective.  Ensure that materials are secure and that the room is orderly before dismissal.  I dismiss, not bell.
· Post accountable talk poster at front of room and model referencing examples frequently.

· Sub-binder should include school policies and rules, fire drill procedures, seating chart, classroom policies, pass/library policies, helpful students, detailed lesson plan with work for fast finishers, duty descriptions
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