JH Computers - Classroom Procedures
Mrs. Greene
Ryley.Greene@legacytraditional.org
520-505-3640 

Entering the classroom- Students should enter building 1 and the classroom quietly and respectfully. 
· Backpacks are kept on the back of chairs. 
· Items that will not fit on the back of a chair should be placed on the tables carefully and quietly. 

· No items are allowed on the floor, counters, or computers.

· Sit at your assigned seat.
· Begin bell  work immediately.

When you are tardy- You may enter the classroom quietly and respectfully.

· You must hand me a pass to enter the classroom when tardy.

· Quickly take your seat without distracting other students.

· Wait until after class or when I have a moment to talk to you personally.


Leaving the classroom- The bell does not excuse you from class. 
· Continue working on assignments until you are dismissed.

· Pick up any trash or materials around your seat.

· Exit quietly and orderly from building 1. 

· Proceed to your next class.
Using the restroom and getting a drink from the hall fountain- This must be done before or after class. Occasionally the need may arise to get a drink of water during class or go to the restroom.


· Wait until everyone is working individually.

· Raise your hand and ask for permission.

· Turn in one bathroom pass.

· Sign out (date, name, time, and place).
· Upon your return, sign in.

· Take your seat quietly.
Attention please! - At times, I will need to get your attention while you are busy working. I will say something to obtain the class’s attention. When you hear this:

· Immediately stop what you are doing

· Look up.

· Listen for further instructions.


Asking a question- I welcome questions! 
· Raise your hand and wait patiently.

· If your question is on an unrelated topic, please hold your question until after class.


Listening and responding to questions- 
·   Listen respectfully during direct instruction. 

·   Prepare responses.

·   When fellow students are speaking, listen respectfully.

Cell phones and iPods/iPads, etc - Keep these completely out of sight and turned off. If a cell phone or other technological device is not kept out of sight and turned off:
· I will confiscate it and give it to Mr. Engelhard.

· Your parent will be called and they will need to pick it up from Mr. Engelhard.

Pencil and paper-You should always come to class prepared with pencil and paper. If you do not have them, you will need to ask a neighbor to borrow them at the beginning of class. It is inappropriate to ask for pencil and paper while I am instructing.

Getting out of your chair to throw something in the trash, sharpen your pencil, and etc. - Any items that involve you getting up out of your chair must be done before or after class, NEVER during instruction.

Turning in papers- As needed, I will collect papers during class. 
When you are absent- There will be an "absent folder" in the folder organizer beside my desk.
· Find the missing work for the days that you missed.

· You will have until the next class period to turn it in.

· You may make arrangements to stay after school, during tutoring, or lunch recess.
· When you are absent on the day of a test or when a project is due, you will take the test or hand in the project on the day you return to school.

· YOU are completely responsible for obtaining and making up all missed work, quizzes, tests, projects, and etc.
When you are all done with your class work- You will always need a book in your backpack that you can pull out and read.  If you need a book, you may ask permission to check one out of the library.
When there are visitors to the room or the phone rings- You need to stay focused on the task at hand and let me take care of greeting visitors or stopping instruction to attend to the phone.

As we all follow these procedures, this classroom will be a safe, educational environment where every student may enjoy the opportunity to learn free from distractions and disruptions. Thank you for being such great students by following all classroom procedures properly!
