Management Plan 1

Management Plan
Physical Classroom Arrangement:

· Smart Board for use if budget allows

· Large rug for classroom meetings- near the Smart Board

· Teacher’s desk facing towards students at an easy to reach location

· Desks organized in groups of 4- names of the tables change every quarter based on what we are studying in class

· Classroom library with “book nook” (i.e. comfortable couch, chair, etc.) with shelves containing books on all different subjects and reading levels

· “Locker wall” with cubbies for students to store their book bags, lunches, etc. to keep them from impeding the flow around the classroom

· Bookshelves, filing cabinets, closet, etc.

· Wide walkways between desks/groups

· Colorful word wall, bulletin board, posters

· Any electrical equipment out of the way of students to prevent tripping or fiddling with cords

· Technology area—area with a computer for students to take AR tests or visit other approved website

Grouping Strategies:

During regular instruction time:

· Students will be grouped mostly at random, dividing equal boy and girl (if possible)
· Students with special needs will be moved the front, back, by doors, by teacher—as needed
· Use of support buddies (Wong)
Reading groups:

· PAL’s testing will be conducted and used to separate into groups
· High, med-high, med-low, and low level groups
Project specific groups:

· Grouped by interest level
· “Expert groups”
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Free play learning:

· Math stations, book buddies, educational games
· Students pick (unless problems)
Classroom Procedures

Morning Entry Procedure
· Wait to be greeted by teacher, come in put your jacket up, 

· Get your chair, empty backpack 

· Sharpen 2 pencils

· Order lunch

· Copy down homework into agenda

· Turn in homework

· Begin morning seat work

Restroom Procedure:

· Only two students may use the restroom at a time (one boy/one girl).  

· Students will quietly hold up two fingers and move them back in forth to let the teacher know they need to be excused.

· Students will take the restroom pass with them and bring it back, placing it on the hook.

· Students will wash their hands before returning to class.

· An all class restroom break will be taken after lunch.
Lunch Procedure:
· Students will make their lunch choice during their morning routine by placing their popsicle stick in the appropriate choice cup.

· The Lunch Count Helper will be responsible for taking the lunch count and preparing the order form for the office.

· At lunch time students will be called upon by the Lunch Count Helper to line up for lunch in the following order:

· Packers, Choice 1, Choice 2, Choice 3, Salad, PB & J, and Yogurt to line up.

· Students will quietly line up in order.

· The Lunch Count Helper will lead the class down the hall to the lunchroom.

Line Up Procedure:

· When dismissed students will line up by table group.

· Table groups will be called upon to line up as they are seen to be ready (sitting quietly and desks cleared).

· Students will walk down the hallway when they are quiet.

· Hands will be to their sides, mouths quiet, and respectful of other working classrooms.

· The Line Leader will lead the class to the appropriate destination.
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Classroom Helpers:

· Classroom helpers will be assigned on a weekly rotating basis.  Names will be drawn from sticks.  When a student has had a turn, their stick will go into a separate cup until it is their turn again.

· Classroom Helpers/Jobs will be assigned as follows:

· Line Leader- leads the class down the hall to the appropriate location.

· Lunch Count Helper- assists with lunch count and line up for lunch.

· Pencil Helper- makes sure community pencils are sharpened at the end of the day.

· Clean Up Crew (2 Students)- helps the teacher and other students make sure that the room is cleaned up at the end of the day.

· Messengers (2 Students)- takes messages to the office, library, or another classroom.

· Bathroom Monitors- 1 boy/1 girl- makes sure that students in the bathroom are only taking care of their business & washing hands.

· Teacher’s Helper- assists the teacher in passing out papers or activity set up and assist in class meetings.

· Student Librarian- checks in classroom library books and re-shelves them in the appropriate location.

Class Meetings/Setting Classroom Goals:

· Class meetings will be held on a weekly basis to discuss any new or old business, issues students have, classroom goals, teachable moments, topics of interest, etc…

· Meet at carpet area, sit quietly until teacher opens up the meeting

· Raise your hand when you have something to share with the class and wait to be called on

· The Teacher’s Helper will call upon students, when it is their turn to talk.

Class disruptions/Poor behavior Choices:

· Any student’s class/individual disruption or poor behavior choice will be dealt with in accordance to the school wide policy.

· Students will be asked: “What are you doing? Is this behavior helping you? What should you be doing?” in order to redirect them back on task.

· Incidences will be dealt with in a private matter when possible.

Communication Policy:

· A weekly newsletter will go home with students on Friday in anticipation for the following week.  

· Parents are encouraged to communicate with the teacher through e-mail, phone calls, or notes.

· The teacher will respond in a timely manner through e-mail, phone calls, or notes.

· The schools website for the classroom will be updated weekly or as needed.
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Group Work Routines:

· Students’ seats are to be arranged in groups of 4-6, in order to encourage collaboration.  

· See grouping strategies for more details

Walking in the Hallways:

· Hands by our sides, lined up straight and tall, mouths are closed, eyes looking forward, and ready for the hall.

Assembly Procedures:

· Students will follow line up and hallway procedures to get to the assembly location.

· Students will remain with their class, and then sit quietly and attentively.

· Students will use their best audience manners during the assembly (no talking or disturbing others, hands and feet to ourselves, sitting still and watching the guest speaker).

· When assembly is over students will line up with the teacher, behind the line leader to return to the classroom.

Drinking Fountain:

· Students will be allowed reasonable trips to the drinking fountain during the day.  The teacher will allow these trips as long as instruction or testing is not taking place.

Computer Usage:

· Students will be allowed to use the computers for:

· PAT (Preferred Activity Time)—when class work is finished.

· Indoor recess.

· Centers.

· Group research work.

**If a student isn’t sharing the computer or over-using them, they will be asked to participate in another activity**

Substitute Procedures:

· Teacher:  The teacher will leave detailed lesson plans for the substitute, any necessary notes or special instructions for the day, handouts, manipulatives, procedures and routines, and an emergency allergy list for the teacher in-charge to use.

· Students:  Students will follow classroom goals/routines just as if their teacher were present.  Students will give the teacher in-charge respect, just as they would any guest in our classroom.

Management Plan 5

Homework:

· Homework will be handed out at the end of the day, only if extra practice is necessary.  

· Reading 20 minutes a day will be required, with a reading log due the Monday of the following week.

· Assignments will be posted on the homework chart located at the front of the room.

· Students will need to check this chart daily & write any important notes or homework assignments in their agenda.

Completed Assignments:

· Completed assignments will be placed in the appropriate content area bins (Language Arts, Social Studies, Science, Math), when finished.

Classroom Library Book Checkout:

· Students may check books out from the classroom library

· Students will write their name and date on the library card on the inside pocket of the selected book, and place it in the library card box.

· When books are returned, students will place them in the class library return bin.

· The Student Librarian will be required at the end of each day to check books back in, and reshelf them in the appropriate location.
Heading of Papers:

· Top of paper

· First & last name

· Today’s date

· An attempt to find the correct owner of unmarked papers will be made, but if papers remain unclaimed they will be discarded.

When Students Finish Early:

· Students may use a PAT (Preferred Activity Time) when finished early with class work, these PAT include:

· Folder “center” to work on at their seat

· Computer time

· Reading a book/preferred reading group book practice

· Unfinished work

· Math center

· Structured Art Center “related to content area topic”

· Writing Center- write letters or creative stories
When you are tardy:
· Enter the classroom quietly, drop off your tardy slip at the teacher’s desk and sit at your seat until you receive further instructions 

· If you are only a few minutes late go through the morning routine quickly
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· If you missed an entire class, look in your cubby for your missed work and follow the routine the moment you get to class

When you are absent:
· The teacher will collect missed work for you and put it into your cubby

· Make sure to complete this and ask other students for help if needed

End of class dismissal (Bus/ Car/ Walkers):
· Remind students that the teacher dismisses the class, not the bell

· Remain at desk until dismissed

· Walk to your bus/ car quickly/ straight home

· Show respect to your bus driver, respect his/ her rules

· Obey traffic laws

Listening and responding to questions:
· Listen to the teacher’s questions, think about the question before you raise your hand

· Raise your hand, wait for the teacher to call on you

Working Cooperatively:
· Be respectful and listen to other student’s ideas, let everyone participate

· Be mindful of the other groups working in the classroom and keep the noise down so it isn’t distracting other groups.

Keeping your supplies:
· Keep all supplies in their designated areas under your desk.

· Return all supplies back to the same spot where you took them from

When you need help or conferencing:
· Tell the teacher during a break or after school that you need to talk

· Tell the teacher what it is about and the teacher can direct you to the right person or help you solve the problem 

Finding directions for each assignment:
· Listen to the teacher’s instructions before you start the assignment 

· Instructions are also on the assignment- if you still have questions raise your hand quietly and wait for the teacher to come to you

Collecting and returning student work:
· When students finish their assignments they can place it at a designated place in front of the room

· Students will have a cubby for completed and graded assignments.
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Getting materials without disturbing others:
· Students may get materials they need to complete an assignment quietly
