2012-2013 Procedures

	1. AM Procedures
	Enter building with a positive attitude, get water, & go to the bathroom.  Unpack book bag at locker.  Follow directions on promethean in sequential order (working independently and quietly). 

	2. Book bags/ Lockers
	NO bookbags and lunch boxes should ever be at your desks.  All items should be stored in lockers, and must be completely inside lockers.  Water bottles are allowed in the classroom (only water allowed).

	3. Organization
	Your data binder will house all of your assessments.  The data binders must go home on the second and fourth Tuesday of every month.  You will use your folder to organize materials in each subject.  The folders are color coded as follows: reading-red, math-blue, science-green, social studies-orange, writing-yellow, and homework-black.  The organization manager will help you keep your notes tidy if necessary.  Locker organization will be checked on an irregular basis.  Lockers must be kept orderly and desks must be kept empty in order to earn an organization bonus.    

	4.  Specials, substitutes, and guests
	All fifth graders in Ms. McCaslin’s and Mrs. Lawrence’s classroom will treat other teachers, specialists, and substitutes with respect.  Our classroom rules apply throughout the school and with all teachers.

	5. Transitions Between Classrooms
	When traveling in the hallway, highway rules apply.  You MUST be on the right side of the hallway facing forward at all times.  Keep your hands to yourself, remain orderly and quiet, and go directly to your destination.

	6. Computers
	Students should not touch the computers in the classroom without permission from a teacher.  Students must log in using their own user name, and log off after use.  No food or drink should ever be near the computers or promethean board.

	7. Homework
	Students will be required to complete nightly homework.  Wake County requirements state that fifth grade students should have an average of 60 minutes of homework each night.  This will include a combination of reading, math, science, and social studies assignments.  Students will record daily assignments into their agendas and these should be signed by a parent each night.

	8. Pencils
	Pencil-sharpening will only take place prior to 9:15 in the morning.  There will always be sharpened pencils, just place the unsharpened pencil in the bin, and take one that’s sharp. 

	9. Steps for Heading a Paper
	Place the holes on the left.  Write your name on the top left line.  Write the subject on the top right line.  Write the date below the subject.  Write your student # in the top right corner.

	10. Make Up Work
	If students miss a day of school, they are responsible for all make-up work.  Students should discuss missing assignments, notes, and lessons with the teacher.  Due dates will be determined on a case by case basis. 

	11. Tardy
	If you come in late for the day, place your tardy slip in the teacher’s mailbox.  Quickly unpack your belongings, take a seat, and ask a neighbor to help you get caught up.

	12. Visitors
	Occasionally, visitors interrupt the flow of the lesson, and the teacher has to stop to talk.  There are two things you can do in this instance:  1. If work has already been given out and explained, you may continue working.  2.  Students may always pull out a DEAR book, and read independently.

	13. Emergencies and School Drills
	At any time the school may practice an emergency drill.  With this in mind, silence is expected during morning announcements and throughout the day when an announcement is made.  During emergencies and emergency drills, silence is also expected, so that important safety information can be communicated between staff, students, and administrators.  We will practice these routines throughout the year.  

	14. PM Procedures
	At the end of the day, students write down homework in their agenda exactly as it appears on the homework board.  This is a silent time.  Once floor area is clean, and you are seated quietly, Mrs. Lawrence and Ms. McCaslin will sign your agenda and dismiss you.  After having your agenda signed, you should pack up to go home and read quietly. 
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