Mrs. Hubbard

Room 431
Routine and Procedures
Daily Routine
· Enter the classroom and report directly to your seat.

· Prepare for class.
· Begin bell work immediately.
· Work quietly until teacher instruction.

· Complete activities for the day.
· Unless otherwise directed, remain seated until the end of the period.

Procedures

Procedures are a part of life.  We follow procedures for everything from using a cell phone to obtaining a driver’s license. Procedures will help us function efficiently and avoid confusion in the classroom.  Listed below are the procedures for this classroom.  We will discuss each of the following to help us prepare for a great school year.
· Entering Room:  Please proceed directly to your seat and gather materials for class: binder, textbook/novel, pen/pencil, and homework. 
· Bell work: The bell signals the start of class; after the bell, immediately begin bell work. The assignment will be listed on the front board and available to you upon entering the room; topics will vary and relate to the day’s activities.  The majority of bell work will be graded; therefore, place it in your binder. 
· Instruction: Immediately following bell work, we will begin the next activity of the day. An overview of the activities will always be listed on the objectives board.
· Dismissal:  Very simple. Please stay seated until the bell rings.

· Homework/Make-up Work:
· All homework is due at the beginning of the class period.  I will collect homework or give alternate instructions.
· Tests are announced several days in advance; you are expected to take the test the day you return.

· If you are absent on the due date of a major assignment, you must turn in the assignment the day you return.
· YOU are responsible for make-up work. Pick up your absentee work from the office the day you return. Ask L.A. questions at break or the conclusion of the class period.
· I follow school policy regarding due dates for absentee work; consult your handbook for more information.
· Grading:
· I use the school grading scale to administer grades; consult your handbook for more information.

· Students will receive a grade based on a variety of academic content. Academic content will include, but is not limited to, homework, class work, participation, quizzes, tests, essays and projects. Each will be assigned a point value.
· 1st and 3rd quarter grades: homework (35%), class work/participation (30%), and tests/quizzes/projects (35%)
· 2nd and 4th quarter grades: homework (25%), class work/participation (20%), tests/quizzes/projects (25%), and AR (30%)
· Tardiness: I follow school policy regarding tardiness; consult your handbook for more information.
· Cheating/Plagiarism:  I follow school policy regarding academic dishonesty; consult your handbook for more information.
· Passes: Passes to the leave the classroom will be given ONLY if absolutely necessary and ONLY using handbooks. Class breaks and passing time should be adequate for using the restroom and going to your locker.

· Leaving your seat: Repeated visits to the pencil sharpener, trashcan, etc. can interfere with learning. Use your best judgment on appropriate times to leave your seat. 
· Listening when others, peers or teacher, are speaking: While studying literature, we will have class discussion relating to the material. Listen, without interrupting, when the teacher or other students are speaking. You may find your peers or teacher have important insights and ideas.  If you interrupt, you will not only affect your ability to learn, but your peers as well.  Listening is also important during teacher instruction. After the first week of the semester, directions and class assignments will be given ONCE!  Unnecessary repetition because someone failed to pay attention is not fair to the rest of the class. Keep in mind, however, that it is important you ask questions about anything that you do not understand.  This leads to…
· When you need help or a conference: Each of you is the reason I am here.  If at any time, you are having difficulty with an assignment, another student, or some process in the room, please do not hesitate to speak with me.  I am always available before or after school.  

· Intercom/Announcements/Visitor: Throughout the school day, we may have interruptions, intercom or personal visits.  These are not a sign to begin talking.  Please remain quiet and stay on task.  
· What do I do next?  Activities:
· To maintain a learning atmosphere, all students must keep with them alternative activities.  In the event that you finish before others, you must have these activities available. 
· These activities may include unfinished assignments, Writer’s Notebook, reading (AR), or enrichment activities.
