Mrs. Williams
 Rituals and Routines
8th Grade English
BJH 2011-2012
Room #219
ENTERING THE CLASSROOM:

· Enter Quietly and Quickly!

· Go to your ASSIGNED seat and put down your book, binder, and materials.

· Review the white board for important information or directions.

· Begin the Bell Work.  It will be on the promethean board, accompanied by a weekly bell work sheet on the table by the door for pick-up. (Location will ALWAYS be specified by the teacher.)
· When you are finished with the Bell Work, copy the AGENDA/important information (such as homework, announcements, etc.) into your planner/notebook.

· If you finish early, remain in your seat and read a book or work on another class assignment until the teacher begins class.

IF YOU ARE TARDY:

· Knock on the door and have a tardy pass from your previous location with the “leave” time specified.
· Enter the classroom Quietly and Quickly!

· Put your tardy slip/note in the basket on the front table. (The basket is labeled (Tardy Slips/Passes)
· Follow the procedures for Entering the Classroom.

LEAVING THE CLASSROOM BEFORE THE END OF CLASS:

If the teacher gives you permission to leave the room or 

you are checked out, etc. please do the following:
· Bathroom sign-out sheets will be posted by the classroom door and students will initial and date for each pass used during the term.  
· Put any loose papers or materials inside your desk so that they will not “disappear” while you are gone.
· Fill out the Date, Time, and Destination on a hall pass slip of paper and bring it to the teacher for her initials.
· Leave quietly!  If the classroom door is open, keep it open.  If the door was closed, quietly close it.
· When you return to the classroom you must sign-in and insert the time of your return to class. The slip should be placed in the appropriate basket on the front table.
· Return to your assigned seat and quietly resume what you were doing.
ASKING A QUESTION:
· When the teacher or someone else is talking: Quietly raise your hand and wait to be called.

· When the class is quietly working (at the tables, desks, or computer stations): Quietly raise your hand and wait for the teacher to get to you.  Once you make eye contact with the teacher, you may put your hand down and continue working while you wait for the teacher.
SHARPENING YOUR PENCIL:
· This should be done outside of class or at the very beginning, as outlined in the procedure for Entering The Classroom.  If the need arises; however, during instructional time, quietly raise your hand and the teacher will provide you with a sharpened pencil to use until the end of class.

RESPONDING TO MY REQUEST 
FOR ATTENTION:
· When you see my raised hand OR hear the bell, Give me Five!

1. Eyes on Speaker

2. Quiet

3. Be still

4. Hands Free (put things down)

5. Listen

· REMEMBER: The bell does NOT dismiss you, the teacher dismisses the class.
IF YOU ARE ABSENT:
· Upon return to school from an absence, the student should check the “Make-up Work” folder for his/her class period and get their make-up assignments/form for each day missed.

· The student should review the missed work and ask their “Partner” (student who completed the “make-up form”) 1st if they have questions regarding missed assignments.  

· If the student still has unanswered questions or needs additional help the student should see the teacher during morning or after school tutorial as specified by the teacher.  Also, students who have extensive absences may request permission to come to English class during their P.E. period to get caught up.
· The absent student will have 3 days, upon return to school, to make-up missed assignments (unless there are special circumstances which are approved by the teacher).  

· If the student is absent the day of a test or quiz, but was present for review, that student will be responsible for making up the missed test or quiz the first day returning to school.

· All other situations will be determined by the teacher on a case-by-case basis.

· It is the student’s responsibility to ask questions if he/she does not understand the missed material.

· All work missed due to absences MUST be completed.  If the deadline is not met by the student, zeros will be assigned for all work not made-up.

· REMEMBER….I am here to HELP you!!!
GRADING SCHEME:
· Tests 55% :  5 or more departmental written assessments will be given during each term.

· Activities 35% : Reports, compositions, class work, projects, daily grades, homework, workbook activities, bell work, quizzes, etc.

· Term Test 10% : Common Term Assessments will be given at the end of each term.  Please refer to the term syllabus for all objectives to be tested on the CTA.
GRADING SCALE:
A

90-100

B

80-89

C

75-79

D

70-74

F

Below 70

I

Incomplete

PAPERS:UN-GRADED AND GRADED:

· Students should place completed papers/work in the appropriate basket (labeled by class period) on the teacher’s “Work Table” located in the back of the classroom.
· When student papers have been graded by the teacher, the teacher will then pass out the graded papers by putting each student’s paper in front of them (face-down) on the desk.

· Graded papers will be reviewed by the student, in order to give each student the opportunity to ask questions or discuss any issues with the teacher.

· When the graded paper review ends, the students will initial their paper and pass them back to the teacher to be files.  When passing papers, they will remain FACE DOWN and the teacher will pick them up.

· Teacher will then input the grades into STI for review by parents/students via “IOD.”  Grades will be input within 2-3 days of assignment/test completion.
· Re-teach/Retest Policy: Each student will have the opportunity to re-teach and retake any test up to 10 days after the original test date (this EXCLUDES the term test).  The higher of the two will be used in the student’s final term average.

END-OF-PERIOD CLOSURE/
CLASS DISMISSAL:
· The teacher will provide closure for EACH class period.  Please do not begin the “pack-up” process until instructed by the teacher.

· Gather up your supplies and pack your book bags.

· Pick up papers and debris on the floor/clean your work station.

· Sit quietly at your seat and wait for the teacher/substitute to dismiss you. 
ASSIGNMENTS:
· On all written assignments students should write the following in the upper right margin of the paper: his/her name (first and last), date, and class period.
· On all written assignments the student should write the name of the assignment in the center of the top line of the paper.

· In the bottom right hand corner of each written assignment the student should number the assignment. (ex. 1.1, 1.2, 1.3, etc.)  This stands for the term and assignment number.

· ALL computer assignments should include a footer at the bottom which includes the student’s name on the left, assignment in the center, and file name/path on the right.  

· All assignments should be turned in to the appropriate basket for the student’s assigned class period.

COMPUTER USE:
· Make sure your hands are clean. (Hand Sanitizer is always readily available on the front table.)
· Sit at your assigned computer station.

· Report any problems/damage to the teacher immediately.

· Use only YOUR password and log-in.  Never give anyone your login/password.

· Use the Internet and electronic equipment for educational use only.

· Do not give out personal information.

· Only visit approved websites.

· Comply with ALL district and school policies pertaining to electronic use, privacy, security, etc.

· Do not use outside disks/software/equipment.

· Do not download music, blog, visit chat rooms, check email, or access information that may contaminate the system.

· Always log-off your account at the end of each class.

· Always leave your work station clean.
DIFFERENT CLASS SETTINGS:
WHOLE CLASS:
· Eyes front

· Listen to the teacher/speaker

· Stay in seat

· No talking

INDIVIDUAL:
· Raise hand to ask for help.

· Stay in seat unless given permission.

· Work on your own.

· No Talking

TESTING:
· Eyes on own paper.

· NO CHEATING will be tolerated.  

· Raise your hand if you have a question.

· NO talking!

· Stay seated until finished.

· Place test paper in appropriate basket in the back of the room.

TRANSITIONAL:
· Follow directions

· Move to your specified destination as quickly and quietly as possible.

· Get prepared in the minimum amount of time without distracting others.

EMERGENCIES:
· Remain quiet.

· Focus on teacher and follow instructions carefully.

· Teacher/students will follow Biloxi Public Schools/State of Mississippi Emergency guidelines, as outlined in the school handbook, according to the type of emergency. (i.e. fire, tornado, etc.)

