Class Procedures
Mrs. Rosa Eleser

Listed below are the procedures we will follow this year. Unless I specifically tell you otherwise, you are to follow these procedures every time you enter my classroom. 
1. ENTERING/STARTING CLASS: Upon entering the class, go immediately to your assigned seat and be seated. Your bellwork for the day will be on the front board. Copy the words/questions and begin defining/answering them. This should be started immediately and take less than five minutes. 

2. HEADING ASSIGNMENTS: All papers to be handed in should be headed as follows:

     Seat/Roll #:                                          Name:____________________________

     HW or Assignment Name                      Date:____________________________                 

                                                                   Hour:____________________________

3. QUIET SIGNAL: There will be times necessary for me to get the attention of the entire class. I will ring the bell 3 times and count to 3. By the time I reach 3, everyone should be quiet and have their eyes on ME ready to listen to instructions. Necessary consequences will follow for non-compliance. 
4. ASSIGNING HOMEWORK: Homework can/will be assigned at my discretion. All assignments will be placed in a specific area for each Physical Science block. All assignments will be written on the front board. It is your responsibility to write the assignment down in your binder in the homework section. 

5. COLLECTING ASSIGNMENTS: Each row of students will pass papers toward the front of the room in numerical order. The person at the front desk in each row will pass the papers toward my desk. One student will be designated to make sure that all papers are in numerical order and placed on my desk. 

6. CHECKING EXCUSED ABSENSES: Excuses will be checked daily on JGRADEBOOK. It is your responsibility to remember to bring a doctor’s excuse or a signed parent note to the office. Makeup work depends on this! 

7. DISMISSING CLASS: The bell does not dismiss the class – I DO! You will continue working until I tell you to pack up your books. Do not put away books and materials early and DO NOT LEAVE YOUR SEAT UNLESS TOLD TO DO SO. 
8. TAKING ROLL: I use a seating chart to take roll. Therefore, if you are not in your assigned seat, you are absent. 

9. DISPOSING OF TRASH: All trash should be kept at your desk until the end of class. Deposit trash in the can next to the door as you leave. 

10. BINDER SETUP: Every student will be required to have a three ring binder with 5 major sections: specific instructions will be given in class. Need: one inch binder, page protectors, tab dividers. 

11. ANNOUNCEMENTS: Announcements are important – they may pertain to you so listen to them! During this time you WILL NOT TALK. 
12. CALLING HOME SICK: You must write the name of the person being called on a piece of paper and hand it to me at the beginning of class. I will call the office on the intercom and they will call back when they reach that person. 
13. FIRE DRILL: Stop what you are doing, leave the belongings, and exit the classroom. You are to go to a designated area and remain with the rest of the students from your class. When the drill is over, return to your class in session. 

14. GRADED ASSIGNMENTS/TESTS: When you receive a test or assignment grade, you should immediately record the grade on your grade summary sheet. This sheet will be provided for you and should be kept in your binder in the Student Information section. It is your responsibility to keep track of ALL of your grades. This is to check for any recording errors. I will post grades in the grade book as soon as possible after an assignment or test. You should use your parent command login to check grades. If you have not set up the account, you need to visit the office to have this done. 

15. FINISHING CLASSWORK EARLY: IF you complete everything assigned for the day, you may work on additional assignments that are related to the MYP unit. Additional assignments may include: reports, technology projects, research for projects, lab records, etc. 
16. TESTING PROCEDURE: Your desk must be clear except for a pencil and/or pen. When you receive your test, head it correctly and wait for specific instructions. When finished, bring your test to the front table and PUT IT IN NUMERICAL ORDER!! Go back to your seat and remain QUIET. You may begin the new assignment that is on the board. If you talk during a test, you will be given a ZERO – 0 on your test. 
17. MAKE UP WORK: Make up work will be allowed according to school policy. Therefore, you have a set number of days to get your note turned in to the office so your absence is excused and make up any work missed. You will not receive credit on any make up work without an excused absence. Make up days and times will be given once duty schedules have been established. If you are absent the day before a test but have been in class prior to that, you WILL take the test as scheduled. 
