Mrs. Moore’s Classroom Procedures*
Understanding that our world is full of procedures to follow, I also have procedures in my classroom.  This sheet is provided for you to review as often as you see fit.

1.  Procedure for entering the room.

Enter the room at a normal pace and be in your assigned seat before the tardy bell rings. Any food, drink, or gum should be disposed of before entering the classroom. Begin any “bellwork” that may be assigned quietly.
2.  Procedure for exiting classroom.

Expect to exit the classroom on my dismissal rather than the bell.  Go immediately to your next class and get in to assigned seat.
3.  Procedure for inclement weather.  (intercom or otherwise)

Exit room and move to hallway outside library and computer lab.  Bring along something to cover your head.  Sit on floor.  Stay together until dismissed.

4.  Procedure for fire drill/bomb threat. (fire horn and lights or otherwise)

Move out PRIMARY EXIT orderly and proceed to the first staging area in the stadium.  Remain together with teacher until dismissed.  Roll will be called.

5.  Procedure for lunch.

After being excused by Mrs. Moore, proceed directly to the lunchroom QUIETLY; be sure to enter through the correct door and sit at assigned tables.  Remember to clean up your area when finished.  Table washers should do a great job.  Upon receiving permission, you must use the bathrooms accessible near the lunchroom.  FOOD OR DRINK IS NOT TO LEAVE THE LUNCHROOM.  Return to the classroom QUIETLY after being dismissed.  Return to your assigned seat and resume any activity you were working on before we dismissed for lunch. Please use your lunch time as I do to take care of bathroom duties.
6.  Procedure for sharpening pencil

Raise hand with pencil in it.  Wait for Mrs. Moore to excuse you.  Proceed quietly to sharpener and use it carefully.
7.    Procedure for bathroom/water/office/etc. privileges.

Approach Mrs. Moore.  Make your request, fill out sign out sheet, exit and enter quietly.  Do not forget to take the correct hall pass and return it.
8.  Procedure for moving about campus.

Follow specific directions from Mrs. Moore.  ALWAYS move through the halls SILENTLY. There is learning in progress. 

9.  Procedure for notetaking.

Sit quietly and attentively.  Nothing is superfluous; all is necessary (said and written) 

10.  Procedure for asking a question.

In groups:  Get help from those around you first.  Then if all can agree on the same question, raise a hand or place red placard facing up and Mrs.  Moore will then come to you.  GROUP WORK, ESPECIALLY IN WRITING GROUPS, IS VITAL TO YOUR LEARNING.  STAY ON TASK.  
Individually:  Raise your hand.

11.  Procedure for make-up work.

Get notes from a friend.  Check the make-up box, check the out box. Get answers for any checked assignments from another classmate.  See me BEFORE OR AFTER SCHOOL only for individual questions.  ALL WORK MUST BE MADE UP AFTER SCHOOL or BEFORE SCHOOL ANY MORNING.  Check the white board, team calendar, and your planner regularly.  
12.  Procedure for borrowing.

Whether from me, my desk, or another student, always ask before taking.

13.  Procedure for using any computer or IPad.

Please FOLLOW ALL DIRECTIONS AS GIVEN while maintaining your conduct as stated in the computer/internet use in Code of Conduct.   Please label in the upper left or right hand corner name, date, block.  Double space throughout the entire document.  Make sure to save in the correct drive, directed folder, or Mrs. Moore’s flashdrive in some instances.  ALWAYS print out a hard copy unless otherwise directed. 
14.Procedure for audio/visual activities.

Please listen attentively, take notes, and follow all instructions.

15.Procedure for visitors, substitutes, or disruptions.

Your treatment of visitors to the classroom reflects your respect for me.  Visitors to the classroom have come with a purpose; go about your assigned duties as usual (please remember some visitors may want to speak with me personally and gauge your behavior thoughtfully).

16.Procedure for classroom testing.

I will develop my own test and/or use standardized tests that measure the course content taught.  Students will be returned tests to go over and to re-teach, and record grades.  Tests will be kept for the remainder of the year.  I will happily provide tests for students or parents to review at a convenient time before or after school.  Please do not forego the opportunities that an honest, forthright, ethical and moral behavior gives.  Your integrity is valuable and cannot be replaced.

17.  Procedure for AR testing.

You may test at any “down time” during class. Please get teacher permission to use one of the iPads and record on the sheet provided.  Please keep ahead of due dates on AR testing!  Remember, you have one required genre and survey to complete.  Reading log must be updated AT LEAST once weekly; do not try to test on a book that has not been recorded on your reading log.  Your integrity is valuable and cannot be replaced.
18. Procedure for group work.

Groups will form tables throughout the room.  The discussions should be no louder than necessary so that noise in the classroom is held to a minimum. 
19.  Procedure for getting your attention.

Several methods for gathering your attention will be used in class.  I may ring a bell, raise my hand, stand at the podium in the front of the room, or stand at the agenda board.  Please be aware that this means I need your undivided attention and talking etc., should stop.
20.  Procedure for Editing/Reading Conferences and SSR days
It is absolutely imperative that I have quiet during writing/reading conference time.  You will have an assignment to work on or given AR reading time.  Allow this time to be especially productive by STAYING ON TASK!
21.  Special Codes

Code Green:  normal activity

Code Blue:  medical emergency in building; stay in classroom until code green is announced

Code Yellow:  possible threat on campus; lock door and continue normal activity; remain in classroom until code green is announced

Code Orange:  possible threat in building; lock door, turn out lights, and proceed to area of room around Mrs. Moore’s desk; remain calm and quiet until code green is announced

Code Red:  no going back to green; at some point officials will escort us out to staging area

I want you to be successful, and I am excited to have you here.  I hope this sheet helps make the expectations more straightforward and easier to follow.  Please know I am available any morning and designated afternoons for help or questions.  Make a great year!

Tonya Moore

*This may be revised and edited as seen fit to do.

