

           Kate Bond Middle School • Ms. Misconish


Ms. Misconish’s Classroom Procedures and Policies

You are to keep this sheet of paper in your binder and be ready to reference it at any time. Failure to reference this sheet will result in the loss of points from your participation grade. In order to receive a replacement sheet, a meeting with Ms. Misconish will need to be scheduled by you so another sheet can be issued (either after or before school). Failure to make an appointment to replace your sheet will result in a repeated loss of points from your participation grade until you choose to meet with Ms. Misconish to obtain another.
Procedure #1: Entering the Classroom

1. Enter the classroom silently.
2. Take out your binder silently.

3. Proceed to your assigned seat and sit down.

4. Have only your binder, pencil, and homework on your desk if needed.

5. Begin work on your “Do Now” activity as soon as you sit down.  The “Do Now” will always be projected onto the SMART Board at the front of the room. You are to work on your “Do Now” silently and independently. If you choose to not begin working within the first minute, a consequence will be issued.
6. This entire process should be silent.  This is crucial to beginning our class with a focus on learning and achieving our mastery goals.
Procedure #2: Exiting the Classroom

1. The bell does not dismiss the class, Ms. Misconish does.
2. When students are dismissed by Ms. Misconish, each student should leave their desk neatly, taking all of their belongings with them, and leaving the area around their desk clean. 
Procedure #3: Sitting STAR

1. Everyday when you sit down to begin your “Do Now” you must sit in STAR position. STAR position refers to the following:

Sit up in your seat.

Track the speaker.

Ask and answer questions.

Respect others.

2. STAR position helps us be attentive, urgent learners so we can get to high school and college.
Procedure #4: Hand Signals
1. If you answer a question, need to ask a question, need a tissue, need to use the restroom, do not feel well or need to sharpen your pencil there will be a hand signal you will put in the air to let Ms. Misconish know. The following hand signals will be used:

· 5 finger in the air:  Ask a question – about content ONLY.
· 3 fingers in the air: I’d like a tissue, I’m not feeling well, anything else.

i. You will be denied restroom privileges if you do not have a pass. Raise your 3 fingers in the air again if the situation is an absolute emergency. Over use of this signal will result in loss of privileges.

ii. If you are not feeling well, I will address you and you will tell me which of the following you’d like to do – call your parent/guardian, use the restroom, put your head down.
· 1 finger in the air: Answer a question.

· Pencil in the air: I need to sharpen my pencil.

i. This will only be allowed if both of your pencils broke. All students should come to class with 2 sharpened pencils.

· Fist in the air: I’m confused or please slow down.

2. If you come to class unprepared and need any supplies, please notify the supplies manager. These hand signals will help class run more smoothly, preserve a silent learning environment, and maximize learning time.


Procedure #5: Turning in Assignments

1. Assignments will be passed to the right side of them room and then to the front of the room when instructed.
2. You should start by passing your paper to the student in front of you. Do not pass your paper to the front until you have the student’s paper(s) behind you.
3. The student at the front of each row will then pass the papers to the left and front most student in the class. The first students in the row should not pass their papers left until they have the papers from the student to their right.

4. Ms. Misconish will then collect all the papers from the left and front most student.
5. This is a silent and fast procedure. If we can do this as quickly as possible there will be more time to learn and possibly work on homework during class.
Procedure #6: Obtaining Missed Work

1. All students are expected to be present in class.
2. If you are absent, please check the missing work binder to obtain your missed work. Be sure to read the overview of the assignment.
3. You may get your missed notes from a friend, but please do not do this at the beginning of the class. Remember, the beginning of the class sets the tone for they day’s learning and worrying about yesterday will not help you focus on today. 

4. I suggest you have a friend you can count on to get missed work from if you are absent, so you can figure that out outside of class to not disrupt from learning time.
Procedure #7: Obtaining Graded Work From Ms. Misconish

1. Graded work will be placed in your hanging folder, filed by a student intern.
2. Unless we need graded work at the beginning of class, each student will be responsible for obtaining their missed work independent of a class procedure.
Procedure #8: Test-Taking Procedure 

1. Testing time is silent time. If you chose to talk, you will not be given a warning, but rather earn a 0. There will be zero tolerance for talking during testing.
2. All binders and materials should be stowed away before beginning testing.
3. Your desk should be empty, aside from a writing utensil and calculator.

4. When the test is over, double-check your work. Make sure you are 100% confident you met your mastery goal and earned an 85% or higher.
5. After you have double-checked your work, please take out something else, non-math related, to work on silently. By doing so, you are teaching yourself to maximize your time so when you get to high school, you are ready to take on all the work you are assigned.

Procedure #9: Food/Drink in the Classroom
1. Food and drink are not allowed in the classroom at any time, unless distributed or pre-approved by Ms. Misconish. 

2. If you are sick and need to bring something, you are welcome to bring a beverage if you have a note from your parent/guardian explaining your need for the beverage. We are so lucky to have a beautiful facility and we need to do everything we can to keep it clean. Not being distracted by food and drinks helps us stay focused on learning so we can reach our mastery goals.

Procedure #10: Binders
1. Binders are your responsibility and will not be stored in the classroom.

2. Everyday, upon entering the classroom and greeting Ms. Misconish, you will open your binder silently. You will take out your “Do Now” sheet and begin working silently and independently.

3. After the “Do Now” you will write your name on your note sheet and write the corresponding heading and date on your Table of Contents at the front of your binder. 

4. The folder in your binder must remain inside at all times. If you would like to bring home your notes to help you with your homework, you may take out your notes and place them in your folder. You may bring your folder home, but please do not bring home any more materials than necessary. The following class period, you will put your notes in the corresponding spot, according to your Table of Contents, and your folder in the back of your binder.

5. Your folder is your key to success in Ms. Misconish’s class, keeping up with your folder teaches you organization and helps you succeed so you can reach your mastery goals.

6. Binders should be organized at all time so if a random binder check is called, you can guarantee you will earn a good grade.
Procedure #11: Transitioning to and from Group Work

1. There will be times in class when we get together in groups of 4 or more and work on assignments.

2. When directed, we will get out of our seats, lift our desks up and move them toward our group members. 

3. It is imperative that we do this silently so we do not disrupt the neighboring classroom and quickly so we can get started on our work and share our knowledge with each other to reach the common mastery goals.

4. After we are finished with group work, we will get out of our seats, lift our desks up and move them back to their original place silently.
Procedure #12: Class Points 

1. Each day, your class will have the opportunity to earn 5 points: one for following each of our classroom rules.  The entire class must follow all the rules all class period in order to receive your points.  

2. At the end of each academic unit, the class with the most points will receive a reward. Only one class period will receive this reward every academic unit, so your class must be the most well behaved in order to receive this.

3. Rewards for class points will be decided as a class. This helps keep us grounded in our work as a team and celebrates your success as an urgent, hard working class.
Procedure #13: Individual Consequences
1. Each day, students who are urgent, exceptional, on task learners—doing their work, raising hands to answer questions, participating in class, and have not been redirected by Ms. Misconish will not lose a check on Ms. Misconish’s behavior sheet. 

2. If you have to be redirected by Ms. Misconish, meaning she has to redirect you for any type of off task behavior, you will lose a check on her behavior sheet. The following system will be used for redirection:

· 1st offense: Name on the board – This is a visual reminder for the student to see that they need to stay on task.

· 2nd offense: Name in the behavior book – This allows students to own their behavior as they write it into the book as well as helps Ms. Misconish keep track of student behavior and logs offenses for reference later.

· 3rd offense: Phone call home – This will allow Ms. Misconish to parents of the behavior so a plan can be worked out in order to ensure student success.

· 4th offense: Parent/teacher/student conference – This will take place after school or during planning period and Ms. Misconish, yourself, and your parent/guardian(s) will engage in a conversation in which we will come up with concrete next steps to improve your behavior and put you back on track to success and preparing yourself for high school and beyond.

· 5th offense: Administration referral – If there is extreme misbehavior or the previous 4 redirections do not lead you to on task behavior, a referral to the administration will be written. At this point, the principal and assistant principal will determine the consequence for the offense.

· In addition to these, a team conference may be requested in which the grade level teachers, S-team, and PBIS team may all meet together.

3. Any misbehavior or off task behavior will result in redirection. Please do not confront Ms. Misconish about the redirection, simply check yourself and get back on the path to be a successful, urgent learner.
Procedure#14: Individual Rewards

1. There will be rewards if you are not redirected throughout the week. The following options are available for rewards depending on the number of offenses a student commits each week. A student may only choose one:
· No offenses: Exceptional student sticker, shout out, positive phone call home, or homework pass
· 1 offense: Shout out, positive phone call home, or homework pass 

· 2 offenses: Shout out or positive phone call home
· 3 offenses: Shout out 
SPECIAL CIRCUMSTANCES PROCEDURES

Procedure #1: Assemblies/Programs

1. When an assembly is called, we will walk together as a class.

2. Line up at the door silently. 
3. Everyone should follow Ms. Misconish to the appropriate area.
4. Roll will be taken once we have reached the appropriate area, so please make sure you stay with the class.

Procedure #2: Lock-Down Procedures

1. Lock-downs will not happen often, but we need to be prepared if they do.

2. No one may leave the classroom during a lock down, so please don’t ask.

3. Ms. Misconish will inform the class of what to do if this occurs, so everyone should be attentive and silent so they can comply with the proper procedure.
Procedure #3: Fire Drill

1. When the fire alarm goes off, remain seated.

2. Ms. Misconish will quickly send rows to door to form a single-file line.
3. When all rows have lined up, Ms. Misconish will lead the line into the hall and proceed to the designated area.

4. Roll will be taken once the class has reached the fire drill location.  If you are not with the class and silent when roll is called, you will meet with Ms. Misconish after school concerning your whereabouts.
5. When the drill is over, wait for Ms. Misconish’s instructions.  We will head into the school as a class silently.

