Classroom Procedures

teacher’s signal – Explain to the class that when they hear or see the signal to quiet down, they are to do the following: 


1. Freeze


2. Turn and face me; pay attention and keep your eyes on me.


3. Be ready for instruction.  I will have something to say.

Some ways of getting the attention of students might include:

1. raise hand and wait for others to raise hand

2. have students repeat clapping patterns

3. “If you hear my voice, clap once, twice, etc.”

4. “Give me 5” – students are quiet after counting down from 5

· Eyes on speaker

· Quiet

· Be still

· Hands free (put things down)

· Listen

5. ring a bell

6. turn a rain stick over and everyone is quiet when the noise stops

7. have students finish a phrase

8. write a word on the board and everyone is quiet when the word has been spelled out

students’ signal – Students can gain the attention of the teacher in the following ways:

1. silent ‘r’ – hold up the sign language letter ‘r’ when needing a restroom break

2. silent ‘w’ – hold up the sign language letter ‘w’ when needing water

3. They will have toilet paper rolls painted red and green.  Green is turned up when students are okay and red is turned up when students need help.

4. Students can put their hands on the teacher’s arm when they need to say something.  The teacher acknowledges by putting her hand on their hands.  The teacher will answer their questions when they have a chance.

5. If they have questions or comments during lessons, students will raise their hands or speak out as directed by the teacher.

beginning the school day – Students will follow the same procedures as they come into the classroom each day.  

1. Students will enter the room and unpack their backpacks, putting folders and notes in appropriate places.

2. Students will move their clothespin to the appropriate lunch choice.

3. Students should check absentee folders if they have not been here.

4. They will go to their desks and complete the assignment on the board.

5. When announcements come on, students will be quiet and listen.

6. Teacher will commence with lesson.

entering room as a group – Students will enter the room quickly, quietly, and safely.  They will go to their desks and check the board for directions.

leaving room as a group – When the students leave the room, the leader will always line up first.  Then the helper will line up.  They will be the head of the two lines.  The helper will open and hold doors for the class.  The rest of the class will line up by table, clothing, name, etc.

going to cafeteria, computer lab, library, etc. as a group – Students will walk in two lines: boys and girls.  The class leader and his or her helper will be at the front of the lines.  The students will always walk keeping their hands, feet, and body to themselves.  Students will be asked to use their indoor voices.

group meetings – Meetings will be held daily immediately following announcements.  There will be an agenda box for compliments and concerns.  There will be a timekeeper and a secretary to record the meeting.  The students will come quickly, quietly, and safely to the front of the room and sit on the rug.  The teacher will lead the discussion and pass the ‘talking tool’ for the students to discuss and share.

small group activities – The students will be placed in small groups for various projects throughout the year.  Grouping strategies might include having the students come together by row, birthday, clothes, animal sounds, candy, etc.  Later in the year, when guided reading is implemented, the students will be grouped by ability level.

total group activities – Not all activities will be the same, so for total group activities, the way the class is organized may not always look the same.  Sometimes, students will be asked to stay at their desks, come to the rug, rearrange desks for more room, etc.  Class rules and procedures will always play a role in whole class activities.  Students will be expected to keep their eyes and ears on the speaker, paying attention and following directions.

learning centers/stations – At the beginning of the year, centers will include: the library and listening center, writing center, math, science, and computer area.  The students will go to these centers on a 15 minute rotation, timed with a kitchen timer.  The rotation will be determined by a spinning wheel.

fire drills – There will be a long alarm to designate the fire drill.  Students should stop what they are doing and leave the room in the predetermined path shown on the map of the school.  There should be an alternate route in case the first one is blocked off.  When the class is far enough away from the building, they will proceed with ‘Roll Call’ to make sure everyone is present.  The teacher will carry her information notebook with her to make sure that all necessary information on all students is close at hand.

tornado drills – There will be a long alarm to designate the tornado drill.  Students should drop what they are doing and line up at the door.  The class will go into the hall and line up against the wall on their knees, heads toward the wall, tucked between their knees with their hands covering their neck and heads.  

storage of student materials – The students will have a box on their desks to put their supplies in on the first day of school.  The box will be labeled with their roll call number.  The boxes will be stored in a cabinet containing student materials.  When a student would like to use his or her supplies, they must ask permission from the teacher to retrieve it from their cabinet.

storage of classroom materials – The classroom materials will be stored in the cabinets in the room.  They will be designated as student cabinets or teacher cabinets.  This will give indication of which cabinets the students are allowed to go through.  Other materials will be stored appropriately in centers and stations.

bathroom – There is a bathroom in the class.  If a student needs to use the bathroom, they should show the silent ‘r’ and they will be allowed to go.  This will keep everyone from being disturbed or interrupted.  Students will be encouraged to wait for appropriate times to go to the restroom and not during lessons or when someone has the floor.

water fountain – There is a water fountain in the classroom.  I will encourage the students to keep a small bottle of water at their desks for drinking.  If they don’t have a bottle of water or need a refill, they can show the silent ‘w’ to let me know they need water.  This too will keep everyone from being disturbed or interrupted.  Students will be asked to wait for appropriate times to get water.

pencil sharpener – Next to the pencil sharpener, there will be two baskets.  One basket will hold sharpened pencils and the other basket will be for pencils that need sharpening.  At the end of the day, the person selected as the pencil sharpener will sharpen all pencils and have them ready for the next day of school.  Children will trade pencils when their pencils become dull.  This should keep the noise level down in the classroom and keep disruptions to a minimum.

trash can – There will be a small, plastic trash can in the center of each table for the students to put their trash in throughout the day.  At the end of the day, the sanitary helper will empty all the trashcans and put them back on the tables for the next school day.

computers – Computers will be a center or station.  When the class is not in center time, the students will be allowed to work at the computers.  There will be a box next to each computer holding all the names of the students in the class.  As one person finishes at the computer, he or she will put his or her name card to the back of the box and call the name of the person whose name shows on the next name card.  To ensure equal time at the computer, the students will set a kitchen timer to 15 minutes and rotate after that.  If a student does not wish to work on a computer when his or her name is called, they are skipped and the next card is pulled.

collecting assignments – There will be an in and an out box for papers.  When collecting assignments, students will pass their papers to the head of their tables.  The delivery person will pick up all the papers and put them in the ‘IN’ box.  When papers are ready to be handed back out to students, they will be in the ‘OUT’ box.  The delivery person should know to hand those papers out to their owners.

discipline – The school has a discipline system already in place.  They have a system where the teacher changes the color of a student’s card based on their misbehavior.  Misbehaviors might include: disrespect of teacher, another student, or the room; not following directions; speaking out of turn.  


For our classroom, the discipline plan will be classwide.  There will be a mystery motivator that hides a classwide reward.  At the end of the day, if there have been no card changes, the class leader will pick one card from the mystery motivator board.  If the card they pick is hiding the mystery motivator, the entire class will receive that reward.  The mystery motivator will hide several small class rewards and one large one. 

talk among students – There will be times that students will be allowed to share with each other.  These times will be designated by the teacher.  When the teacher gives the signal, talking should stop.  Students should also respond to the signal during times of transition and when they are getting too loud.  

dismissal procedures – At the end of the day, the students will follow a set of procedures every day.  These include:

1. Students will fill out their agendas in their homework folders.  

2. Students with jobs will complete those tasks.  

3. Students should help clean up their areas.

4. Mystery Motivator

5. Read a book if time allows

6. Dismiss the class at appropriate time

7. Students should follow parents’ and safety patrols’ directions

cafeteria – When walking to the cafeteria, students should follow hallway procedures by keeping their hands, feet, and other body parts to themselves.  They should remain quiet in the hallways as not to disturb other classes.  




GET (5-10 min) – arrive, wait, sit at table




EAT (5-10 min) – eat and visit




GO   (5-10 min) – clean up, line up, dismissal

playground – Some guidelines that students should follow on the playground might include:

1. Students may not bring personal toys or other playthings from home for use on the playground unless approved by the teacher and campus administrator

2. Contact sports such as tackle football are not permitted.

3. Food and gum are not permitted on the playground unless approved by the teacher.

4. Students may not throw sticks, stones, or anything that is dangerous.

5. All students must stay in view of a playground monitor at all times.

Some rules while on the playground could be:

1. Be patient; Wait your turn.

2. One at a time o swings and slides

3. Do not throw rocks

4. Do not push or pull people who are using equipment

5. Do not walk in front of or behind swings.

