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Hello and Welcome!
I have left lesson plans for you and all the information you should need today.  This packet contains information that you may find useful. If you have any questions or run into any problems please contact  my teaching partner__________________ in Room _____. I’m sure she will be able to help you out.
	Important Times in our Day

	Event
	Time
	Notes
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School 
Begins
	9:00 a.m.
	Students are marked tardy if they are not in the room by 9:05.

	[image: image3.wmf]Morning Recess 
	10:30-10:45 a.m.
	If it is raining students have indoor recess. No a.m. recess on gym mornings.
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Lunch 
	12:30-1:10 p.m.
	Walk student all the way to the cafeteria.

	[image: image5.wmf]Afternoon Recess 
	2:30-2:45 p.m.
	If it is raining students have indoor recess. No p.m. recess on gym afternoons.
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	4:05 p.m.
	Students must follow their everyday routine unless they have a note from home.


	Contacts in the School

	
	Name
	Location/Phone

	Principal
	
	

	Secretary
	
	

	Custodian
	
	

	Helpful Staff
	
	

	Helpful Students
	




	Student Name 
	Special Needs/Schedule 

	
	This is where I list any students who may have special needs and those who leave the room and/or have push in for a special program. I list allergies here bolded and in red.
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Our Everyday Class Routines

(And other things they just may try to fool you on!)

	Routines

	Classroom
	After a lesson is taught, students are to work quietly. They may leave their desks to work in another area such as the reading corner, different tables that are available and the floor. 


	Restroom
	Students may use the restroom during work time. They are not to leave the room while instruction is taking place, stories are being read, directions are being given, etc. unless absolute emergency.

	Pencil sharpener

	

	Water fountain

	

	Recess/Break
	Students eat first, then go out to play. Your lunch is duty free after you deliver them to the cafeteria and make sure they are doing what they need to do.

	Lunch

	Walk students all the way to the cafeteria in a straight, quiet line. 

	Hall & Hall Passes

	

	Students who finish early

	Students may read from their book box, write in their writer’s notebook or work on monthly enrichment packs they have in their desks. 

	Computer/iPad use

	

	Before leaving
	Desks must be cleared off completely and all papers, trash, pencils off the floor. Chairs should be put up on their desks.

	Bus duty

	

	Dismissal


	

	Notes:
	


EMERGENCY PROCEDURES 
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The emergency drill and evacuation procedure signs are located on the wall next to the sink. There is a large green folder hanging by the door with very specific directions for every type of emergency drill possible. 

Fire (Drill) Instructions ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
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Tornado (Drill) Instructions:
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______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
Other Emergency Instructions

Code Red/Complete Lockdown
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
Code Yellow/Building Lockdown
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
Code Green/Building Evacuation (non-fire)

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
Classroom Management Ideas
Quiet Signal:______________________________________________________
Other Signals: ____________________________________________________
Acceptable Rewards: _______________________________________________
Discipline Techniques:

· If the class is getting a little loud, put on the classical music cd (on my desk) on a volume level where the music is just a little louder than the students. They normally quiet as soon as they hear the music. Lower the volume a bit every few moments and their noise level will follow. 

· Write RECESS on the board and erase one letter each time the class is disorderly. If all six letters disappear, so does recess!
· For individual student behavior problems, please have them move their clip on the stoplight from green to yellow. A second infraction and they move to red. Students on yellow at recess time miss five minutes and students on red miss their entire recess.

· If a student is misbehaving, being disrespectful, etc, have them come up to your desk and write their name on the behavior log along with what they did. (Help them with the reason in case you get an “I don’t know.”)  The physical act of having to come and write their own name down is usually enough to scare them straight!
[image: image12.png]LR





[image: image13.jpg]


Classroom Behavior Log

	Date
	Name
	Behavior 
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Recess Schedule 
	
	Mon
	Tues
	Wed
	Thurs
	Fri

	a.m.
	
	
	
	
	

	lunch
	
	
	
	
	

	p.m
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Special Schedule 
	
	Mon
	Tues
	Wed
	Thurs
	Fri

	PE
	
	
	
	
	

	Music
	
	
	
	
	

	Art
	
	
	
	
	

	Spanish
	
	
	
	
	

	Library
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