Miss Charpentier’s 
Classroom Procedures
2015-2016
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Dear Parents, Guardians, and Students,

Listed below are some classroom procedures that will be followed throughout the school year.  Procedures will be added or adjusted as needed.  A few reasons we have classroom procedures are to keep order in the classroom, minimize behavior problems, and help your child learn more effectively.  I want to provide your child with the highest quality of education and help him or her become a responsible student.  

Please read through these procedures and familiarize yourselves with them.  After reading the procedures together, please sign the form at the end of the packet and return it by Monday, August 17 and keep the packet at home for your reference.  I will provide your child with a copy of the procedures that will be kept in his or her desk.
Thank you for your time!  Your involvement will help make this school year successful!

Morning Routine
1. Hang up coats and backpacks in lockers.
2. Quietly walk into the classroom. 

3. Sign in for lunch.

4. Turn in homework folder and agenda.

5. Sharpen 2 pencils.
Morning Work
1. Complete morning work on desk.

2. Read your self-selected reading book or complete given Math Journal pages.
Announcements

1. FREEZE! (Stop what you are doing.)

2. Be quiet!

3. Be an active listener!

Appropriate Noise Levels

1. Level 0 – No talking (Independent Work)

2. Level 1 – Whispering (Partner Work)

3. Level 2 – Inside Voices (Small Group Work)

4. Level 3 – Outside Voices (Outside Only)
Getting in line

1. Wait until you have permission to get in line.

2. Push chair under desk.

3. Walk quietly.

4. Line up in number order (if necessary).

5. Keep hands and feet to yourself.

When an adult wants your attention

1. You will hear “Boiler!”
2. Respond, “Up!”

3. Stop and focus on the speaker.

4. Pay attention. The speaker will have something important to say.

Asking Questions

1. Wait until speaker is finished.

2. Raise your hand calmly.

3. Wait until speaker calls on you.

4. Ask the question politely.

Using the restroom

1. Use the bathroom quickly and quietly.

2. Wash and dry hands.

a. Unless it is an emergency, students will not be allowed to use the restroom during lessons.

b. If your student has a health problem the school nurse and I will need a doctor’s note.
Snack Time

A healthy snack will be allowed during a specific time.  If you would like to provide a snack for the class, cereal is a great and cost-effective choice.  
Birthday Celebrations

1. Notify teacher one week ahead of time.   

2. Store bought treats only.

3. Celebrations will take place at 2:30 p.m.
Computers

1. Absolutely no food or drink by computers.

2. Use headphones.

3. Use only assigned program.

4. No surfing the web without permission.

Silent Reading (Level 0)
1. Read self-selected book for the assigned time.

2. NO talking.

Independent Work (Level 1)
1. Work independently at your desk.

2. Complete your assigned work.

3. Read your self-selected reading book.
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Partner Work (Level 1)
1. Work quietly in assigned pairs.

2. Complete assigned work.

3. Review assigned work.

4. Wait for instruction.

Group Work (Level 2)
1. Work quietly in assigned group.
2. Cooperate in groups.

3. Complete assignments.

4. Review assigned work.

5. Wait for instruction.

Testing (Level 0)
1. Go to assigned testing area.

2. Follow instructions.

3. Keep eyes on your paper.

4. Turn test over when finished.

5. Draw on the backside of the test. 

Checking out books from class library

1. Find the book you would like to borrow.

2. Write the name of the book and date on the check-out sheet.

3. Sign your name under the book title.

4. The book is due in two weeks.
Transition Time

1. Listen for “Boiler!”
2. Respond, “Up!”

3. Actively listen for instruction.

4. Follow instructions quickly.

5. Quietly return to desks.

Transition Between Classes
1. Follow line-up procedure.

2. Keep hands and feet to yourself.

3. Walk quickly and quietly.
End of Day

1. Write down homework assignments.

2. The teacher will check and stamp your agenda.
3. Wait for permission to get coats and bags.

4. Wait for the teacher to dismiss you.

Absent from School

1. Check desk for homework and assignments.
2. Ask 3 before me.
3. You will have one day to complete and return work.

Returning assignments

    1. Completed work will be returned every three weeks with       
 
progress or report cards.
    2. The student will need to return the note attached stating the

 parent/guardian has seen the work or a phone call home will be made.
Homework Policy

1. One day late: -15% final assignment grade

2. Two days late: -50% final assignment grade

3. Three or more days late:  0%- No Excuses!
Missing Assignments


If a student does not turn in his/her homework, the following actions will be taken:

1. The incomplete work will be noted in the student agenda.
2. Student-Teacher conference is held.

3. On Friday, if the student is missing 3 or more assignments (including Voyager homework) he/she will be assigned an after-school detention for the following week.

4. Parent-Teacher-Student conference is held.

5. Administration will be involved if a student continues not turning in assignments.   

Once again thank you for reading and discussing these procedures together!  I know we can make this year successful for all involved.  Please sign and return by Monday, August 17th.  

Sincerely,

Miss Charpentier
Classroom: B202
Phone: (219) 939-9690 ext. 153
Email: lcharpentier@csdunes.org
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Procedures 2015-2016
I have read and understand the procedures above.  

_______________________________________

Student’s Name (printed)

________________________________________  
_____________

Parent/Guardian signature




Date
________________________________________
______________

Student signature





Date

The books in the class library are from my personal collection.  If a book is not returned, lost, or damaged it is the student and the parent/guardian’s responsibility.  I will request that the book be replaced or paid for. 

 Please initial ______________  ___________     







Parent/guardian         Student

