[image: image2.wmf]
Procedure Handbook

Classroom Reference Guide
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Start of the Day

1. Greet Mrs. MacDonald in the hallway.  You can choose to give Mrs. MacDonald a hug, handshake, or high five.

2. Hang up your backpack/coat on a hook.  If you have a lunch, put your lunch on the floor of the cubby shelf.  

3. Take your S.T.A.R. binder to your desk.  Look in the front pocket and see if there is anything you need to give Mrs. MacDonald.  If there is, put it in the shelf that says, “For Mrs. MacDonald.”
4. Put your S.T.A.R. binder in your desk.

5. If you brought water, now is the time to get it out of your bookbag!

6. Make a lunch choice.

7. Sharpen 2 pencils.

8. If you are here before 7:45, do your morning tasks.

9. Be ready for the morning announcements at 7:45!
	Pencil sharpening

1. Sharpen 2 pencils in the morning. There are 2 sharpeners in our room.  One by the sink and one at the class meeting area.
2. If your lead breaks during the day and you do not have another pencil, you may get one from the basket by the sharpener in the class meeting area.  Place your broken one in the bottom basket so our STAR can sharpen them.

3. You may not sharpen pencils at any time other than before morning announcements.



	Morning tasks
1. This is quiet time. 

2. You will have different tasks during the year.  These are the things we will do:

                               journal writing

                               AR

                               task cards

                               reading
                               incomplete work
                               informal assessments


	Class meeting
1. Class meetings are an important way for us to learn and have fun together.  In order to make this possible, you MUST follow the rules for Class Meeting.

2. We greet each other.  We use the greeting the STAR has chosen.
3. We have a positive attitude.

4. We listen to each other.  This means we do not talk when our friends are talking.  We do not talk when Mrs. MacDonald is talking.

5. We participate in activities and responding to questions.

6. We are all friends.  We’ll try to sit by a different friend each day.

7. When Class Meeting is over, you are responsible to move to your seat quickly and quietly so we can begin our next activity.

	Bathroom
1.  We will go to the bathroom as a class in the morning and afternoon.

2.  You are free to use the bathroom on your own as long as Mrs. MacDonald is not giving direct instruction.  This means during a lesson you need to wait until Mrs. MacDonald is done giving directions or talking to get out of your seat.

3. Your signal to let me know need to go to the  bathroom is to raise your hand and hold up your pointer finger.[image: image1.wmf]
4. You will need to make a tally mark by your name. Bathroom tally sheets are located on the small clipboards behind the door.  

5. Please wash your hands while you are in the bathroom to keep the germs away.



	Water

1. You may bring a water bottle to keep on your desk.  Water makes it easier for our brain to make connections!

2. You may bring water everyday as long as it does not create a problem.  This privilege cannot become a distraction to our learning.

3. You must get your water bottle out of your backpack BEFORE morning announcements.  If you do not do this, it must stay in your bookbag all day.

4. When you put your STAR binder in your bookbag at the end of the day, you must also put your water bottle in your bookbag.  Do not leave your water bottle on your desk overnight.

5.  Water bottles stay on your desk throughout the school day.  Do not let papers on your desk get wet from your bottle “sweating.”  You may put an old sock on the bottom so your desk will stay dry.



	Asking a question
1. Raise your hand quietly.  When we call out, no one can hear what anyone else is saying!

2. If I see your hand, I know you have a question and I will give you time to ask.  You do not need to wave your hand in the air or make noises.  This is distracting to me and to other students.
3. Mrs. MacDonald will let you know when it is a calling out time and when it is a raise your hand time.  Please listen to find out what “time” it is!



	While others are talking
1. We all want to be respected and heard.  This is why when another student is talking to the class, we all will look at this student and listen to them.  Everyone has such great ideas and it is important that we hear everyone!

2. We do not play in our desks when others are talking.  We do not talk to our neighbors when others are talking.  We are a community of students who know how to make responsible and respectful choices that we can be proud of!



	Exiting the classroom
1. When it is time to leave the room, Mrs. MacDonald will ask you to line up.  Please do not line up until you are asked to do so.  This is true even of the line leader (STAR).  Problems lining up will result in us having to sit down and start over.

2.  We wait in line quietly.  Refer to our school HALL rules by the door.

3. When everyone is ready to walk in the halls, we will leave the room.



	
Entering the classroom
1. We enter our classroom quietly.  Listen for directions for your next task.  

2. This is an excellent time to earn dojo points!


	Walking in the hall
1. Other students are learning and we do not have the right to take that away from them.  WE walk down the hall quietly.

2. We are responsible students, who respect the rights of students who are learning.

3. We walk on the right side of the hallway and stay on the first square.

4. Our STAR of the day is our line leader.  The line leader will always walk first and open doors for the class.  Do not run to catch up with us, walk really fast.  (
5. Being appropriate in line means: keep your hands to yourself, keep your shoes on your feet, stay off of the wall, and stay behind the person in front of you.  We are all going to the same place, so there is no need to push and rush! 

6. Failure to walk appropriately in the halls will result in a consequence. 

	Turning papers in
1. All completed assignments go in the metal bin under the bulletin board.
2. You must put your name and date on all assignments.  This way, I know which good work is yours and we can keep track of how you grow and change in your work habits by looking at assignment dates!



	Homework

1. You will always have homework resources in the back of pocket of your binder. It will be a book to read, your sight word pouch, and a math game.
2. At home, you will use these to do your homework each night.

3. I will meet with you regularly at my table to give you a new book, add sight words to your pouch, and give you a new math game.



	STAR Binders
1. You have been given a STAR binder to use this year in 1st grade.  

2. You must bring it to school every day and take it home at night.  Make sure your parents look at it EVERYDAY.

3. If you forget your STAR binder two days in a row, you will write a reminder note for yourself during recess.  Your parents will need to sign your note and help you look for your STAR binder.

4. If you lose your STAR, you will be responsible for replacing it. 



	Packing up
1. Put anything on your desk away and get your STAR binder out and place on top of your desk.
2. Take your belongings off your hook and back to your seat.
3. Place your STAR inside your bookbag.
4. If you brought your lunch, don’t forget to take your lunchbox home.
5. Wait quietly while others pack up.  This will help pack up time go quickly so we can move on to new things!

6. Mrs. MacDonald will give directions for what happens next.



	Exiting at dismissal
1. When your Mrs. MacDonald calls your group:

               Stand up

               Put your coat and bookbag on

               Stack your chair
               Walk to the door and line up

2. When you leave the classroom, pay attention and help keep our line together.  You need to exit the building on the right side of the hallway….remember that’s the side we walk on!

                                                                 

	
Bringing toys to school
1. You may not bring toys to school unless instructed to do by a teacher.

2. If you choose to bring a toy to school and you take it out of your bookbag, you will receive a consequence.



	Playground
1.  When we go out to the playground, stay in line until Mrs. MacDonald says you are released.

2. Be a good example for younger students on the playground.  Do the right thing and be kind.

3.  Listen for Mrs. MacDonald to blow her whistle two short times.  That is your cue to line up to go inside.

4. You may talk to neighbors in line while we are walking in.  Once we enter the building, the talking ends!
5. First graders are not allowed to use the monkey bars.


	Star of the day
1. We do not have classroom jobs.  The Star of the day does all of the jobs for the day.

2. Mrs. MacDonald will draw the star of the day every afternoon for the next day.

3. Your jobs and privileges

· Sharpen the pencils laying beside the pencil can

· line leader and door holder

· errand runner 
· person to choose things 
· person to pass things out
· anything Mrs. MacDonald needs you to do
· put all the lunch choices back at the bottom of the pocket chart
· sit in the red chair at class meeting

4. Everyone will get a chance to be the star of the day!  Once everyone has had a chance, we will start all over again!




Class Dojo
1. Class Dojo is what we will use in our classroom to monitor our behavior.  

2. You can earn points for positive behaviors and have points taken away for behaviors that need improvement.

3. There will be rewards for earning dojo points!

4. You can earn points for yourself, your table group, or as a whole class!

5. Your points = punches on your paw card
Birthdays

1. When it is your birthday, we will all have a special morning task!
2. We will celebrate you during our morning meeting!
3. Your birthday present from Mrs. MacDonald is a trip to the treasure chest!

Specials

1. We will go to P.E., Art, Music, and the Computer Lab each week.

2. Be sure to wear tennis shoes on P.E. days!

3. I will have a basket of clips that has everyone’s name on them. They will stay with your specials teacher. If you demonstrate behaviors that need improvement, they will drop your clip in the basket.

4. I will pick up the basket at the end of the special. If your clip is in the basket, your will receive a consequence.
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