
 

 

 

 

 

How to Do Awesome in Class: 

Classroom Procedures   
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The Start of Class 

Before you walk into the class, your teacher will be at the door, ready to greet you. After 

that, walk quietly to your assigned seat, take out your lab journal and writing utensil. 

Turn in any assignments or homework and then read the agenda for the day. Then, 

begin your bell ringer assignment. 

The Agenda 

The agenda will be posted on the projector screen when you walk in. It will show you 

the lesson objective, what we are doing in class that day to accomplish that objective, 

and that day’s bell ringer assignment. 

Bell Ringer 

After walking into class, getting ready, and reading the agenda, read and follow the 

instructions for that day’s bell ringer or bell ringer assignment. The bell ringer 

assignment will need to be completed within the first 5 to 10 minutes of class. The 

assignment could be practice problems, reading a short article or watching a short video 

clip and answering a few questions over it, etc. 

Dismissing the Class 

The bell doesn’t dismiss you, your teacher does. On that note, there will be a procedure 

on how you will be dismissed. Follow this procedure and you won’t have to worry about 

being late to class. During the last two minutes of class, check your desk and area to 

see if it’s clean and that you turned in any finished assignments. Then, you may grab 

your phone from your phone pocket if it’s there and return to your seat. When the bell 

rings, calmly get up, push your chair in, and walk out the door. 
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Classroom Tardiness 

If you are tardy, walk into class quietly and take your seat. Then, read the agenda on 

the projector screen and begin the bell ringer assignment. 

Absence Box 

The absence box will be located on top of the desk that’s in the corner of the room. It’ll 

be organized and color coded by class period (red=physics, green=chemistry, and 

blue=drones). It’ll have files that are alphabetized by student’s last name. If you are 

absent, you’ll find your make-up work here. It is your responsibility to check the absence 

box after being absent and coming back to school. 

Class Binder 

Your binder for this class will be used to store and keep track of your assignments. The 

dividers will be labeled “Class handouts”, “Homework”, “Classwork”, “Test Reviews”, 

and “Labs”. You can also keep your composition notebook here. At the end of the six 

weeks, we will have a “Trashing Ceremony” where we can trash all of the graded work 

we did for that six weeks. 

Paper Headings 

On the top of every paper and notes, you should write your name, class period, subject 

and date. For assignments that you do on notebook paper, you should write the 

assignment title at the top.  
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Example: 

 

Unfinished Class Assignments 

If an assignment is due that day in class and you don’t finish it, it is your responsibility to 

finish it before the next day. Put your unfinished assignment in your binder so you don’t 

lose it. If you finish the assignment later during the day, you can turn it into the 

appropriate paper tray in the back of the room. Unfinished assignments are still 

subject to the late work policy. There will be assignments, usually labs, that won’t be 

due until the end of class the next day. Keep these in your binder so you don’t lose 

them. 

Getting Your Attention 

Your teacher will use play a sound from their computer or use a call and response 

signal. We will practice these as a class so you know to look out for them when your 

teacher needs your attention. 

Bathroom Breaks 

Using the sign out sheet, you can sign out to go use the bathroom as long as you follow 

these four rules. Breaking any of these rules can result in loss of your bathroom 

privileges. 
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Rule #1: Take a bathroom pass with you 

Rule #2: You have 6 minutes to use the bathroom 

Rule #3: You must sign out legibly and sign back in when you come back 

Rule #4: No pit stops 

If there is an emergency that might cause you to break one of the five rules, you can put 

a check in the “Emergency” column. 

Student Cart 

The student cart will be located near the windows. Here, you will find extra pencils, 

pens, highlighters, paper, dividers, folders, composition notebooks, spiral notebooks, 

rulers, protractors, glue, glue sticks, scissors, index cards, extra calculators, and 

construction paper. You may borrow pens, Sharpies, and highlighters but be sure to 

return them so we don’t run out and other students can use them. A sharpener, stapler, 

and hole puncher will also be located here for you to use. 

Collecting and Returning Papers 
Homework and in-class assignments (including lab worksheets) must be turned in to the turn-in 

tray in the back of the classroom. For example, if you are in chemistry, turn in your assignments 

to the chemistry tray. When your teacher is passing out/returning papers, you will grab yours 

from the top of the pile and pass them to your right until they reach the end of the row. When 

your teacher is collecting papers, your teacher will have you pass your papers to the left until 

they reach the end of the row. 

Finishing Work Early 

If you finish an in-class assignment early, then look at the “Product/Side Product” chart 

to see what you can do next. Some options will be silent reading, free time activity from 
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the bookshelf, starting homework or finishing other unfinished assignments, or “Guinea 

Pig Lab”. 

Class Discussions and Presentations 

Whenever we have discussions or presentations, we must follow certain guidelines so 

that everyone is listening to whoever is speaking and everyone participates/speaks. 

● Eyes and ears must be on the person speaking 

● Mutual respect--respect the person speaking, and he or she will be respectful in 

turn 

● The classroom is a safe space--everyone should feel comfortable participating in 

discussions 

Working in Groups 

The purpose of a group is for everyone to work together as a team. Each person in 

the group must be actively contributing to the task at hand.  Whenever we do any group 

work, your teacher will randomly assign you to a group. Your teacher will also tell you 

the places where you and your group will work. Group sizes will vary for each activity. 

By the end of the year, you will have worked with each person in class at least once. 

Remember to follow the group work guidelines: 

● You are responsible for your own work and behavior 

● If you have a question, ask your fellow group members for help 

● If your group member asks for help, try your best to help them 

● Ask the teacher for help only if the entire group is stumped and everyone can 

agree on the same question 

Not following these guidelines can result in a penalty to your grade or disciplinary 

action. 
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Taking a Quiz/Test 

The following rules will be in place whenever you take a quiz or test: 

● Keep your eyes on your own paper 

● Remain quiet during test time 

● When you finish, place your quiz/test on your teacher’s desk face down 

● You may not return to the quiz/test once you have turned it in 

● After turning in the quiz/test, read the agenda for the post-quiz/test activity 

 

8 


