Procedures for Ms. Hilbert’s Class
Section 1:   How Do I . . . 

Procedure #1-  Enter the Classroom
1.  It is your responsibility to be ready for class by the time class begins.
2.  Enter the room in a respectable and mature manner without any pushing, shoving, yelling, etc.
3.  When you enter the room, make sure you have your pen or pencil and that the pencil is sharpened.
4.  Go to your assigned seat.  If you are your group’s Materials Bosun, then get your group’s poetry notebooks.  Once you have your notebook, copy down the information for the day’s poem from the screen or board, and if you finish early, either add more to a previous written reaction or get out your reading material for silent reading.  Be ready to start when class begins.
Procedure #2 - End Class
1.  Continue to work until told to stop.

2.  Fill out your daily exit slip, and have it ready to turn in.

3.  Clean up your work area, and collect your belongings.

4.  Stay seated when the bell rings.

5.  The teacher will dismiss the class when everyone is seated and quiet.
Procedure #3 – Play Classcraft

1. Each student will choose his/her own avatar for the game.  That will be that student’s avatar for the year.  

2. Points will be added and deducted daily for behavior.  Arguing with the Gamemaster (Ms. Hilbert) will result in a loss of HP.

3. On days when phones and/or tablets can be out, students can get into Classcraft and use their powers.  On days when there is no technology use, Ms. Hilbert alone can input power use.

4. Each day after the poem, there will be a random event of the day.  This is at the discretion of the Gamemaster, however, and may be taken away.

5. The class forums are moderated by the Gamemaster.  They are not for messaging fellow students but instead for serious class work.  Anything inappropriate will be deleted, and the student will receive a warning.  After that warning, continued abuse of the forums can result in loss of HP, detention, loss of Classcraft privileges, and worse.

Section 2:  Behavior:

Procedure #4 - When You Finish Early

1. Read a book or magazine.

2. Go back through your poetry notebook, and expand on at least one daily writing.
3. Draw a picture.

4. Do make-up work or work from another class.

5. Do something quiet and constructive.  (Not sleeping.)

Procedure #5 - Sharpening your Pencil

1. This is to be done at the beginning of class as soon as you enter the classroom.  
2. If your pencil breaks during individual or group work, go ahead and sharpen it when you need to.
3. During class discussion, ask to sharpen first.  The teacher may have one 
for you to borrow in order to reduce disruptions.

Procedure #6 - Technology Use

1. Ms. Hilbert has gotten permission to allow internet ready devices for educational use in class.  This permission can be revoked at any time should the devices not be used for educational purposes.
2. Accessing any site or app that is not school appropriate will result in confiscation of device per the student handbook.  This includes but is not limited to: Snapchat, Facebook, Twitter, Youtube, Kik, texting, Tumblr.

3. When using devices in class for communication, students are encouraged to THINK first: Is it true, is it helpful, is it inspiring, is it necessary, and is it kind?  Above all, anything posted online during class must be school appropriate and follow school policies or else risk the loss of the device and the privilege of using devices in class.
Procedure #7- Outside Disturbances


(Telephone ringing, knock on door, someone entering room, etc.)

1. Continue working whenever an outside disturbance occurs.

2. Any comment or action acknowledging an outside disturbance creates even more or a disturbance and distraction and can result in the loss of HP.  

3. Handle each disruption in a mature, responsible manner.

Procedure # 8 - Going to the Library

1. Collect everything that you are going to need in the library.  (Teacher will let you know.)

2. Leave classroom in an orderly manner.

3. Walk as a group quickly and quietly (no talking) down the hallway.  Do not disrupt other classrooms.  

4. One group of no more than four at each table.
5. Use only Level 1 voices while in the library.
6. Clean up all materials that you used when instructed to do so.  Return to classroom.  (Repeat step 3)

Section 3:  Paperwork

Procedure # 9 - Keeping your Notebook/Binder Section:


Your notebook/binder should contain:

1. Planner
2. Assignment and grade tracker

3. Procedures Handout

4. Class Handouts

5. Papers that have been returned to you.

6. Homework to be taken home to complete and be brought back.

Procedure #10 - Keeping your Poetry Notebook
1. Start each entry with the current date.

2. Copy down the title and poet’s name for each entry.

3. Write down vocabulary and notes from any class discussion.

4. Each poem must have a written reaction to go with it.

5. Your poetry notebook stays in your team’s cubby in the room.  Failure to have your notebook may result in loss of points.
Procedure #11 - Keeping track of your grade
1.  Keep tracker in your class notebook.
2.  Fill out the date, assignment and points possible in the correct columns.
3.  When you receive papers back, record the points you earned.
4.  Do not get rid of any passed back papers in case there is a discrepancy in grades.
Procedure  #12 - Heading a Paper
1. In the upper right corner, print neatly your Full Name, Subject, Hour, and the Assignment.

2. Mark any paper from an absence –MAKE-UP and the date of the absence.

 






Sample


John Smith





ELA 8






3rd hr






Most Dang. Game, 

    Questions, p23


 




Section 5:  Absences and Tardies

Procedure #13 - When you are absent

1. Check the class website first, then our Google Classroom.  If that’s not possible while you are absent, check the class calendar on the wall.
2. Ask Ms. Hilbert for any handouts.

3. Copy any notes from a friend, including the poem(s) you missed.

4. Work is to be completed at home or when you are done with today’s class work.

5. If work is not turned in by the day it is due (you get as many days as you were absent to make it up unless you and Ms. Hilbert have a different agreement), it will be considered late. 
Section 6:  Misc.

Procedure #14  - When a Student needs to Leave the Room

1. Bring your planner with the Hallway Passport filled out except for Teacher’s initials.

2. Return in a reasonable amount of time, especially if Ms. Hilbert gives you a specific time to return by.
3. Reenter the class quietly without announcing your arrival.

Note:  I reserve the right to deny a pass to anyone who I feel is 

abusing the right to leave the room. 

Procedure #14 - When We Have a Substitute

1. There will be no technology use when we have a substitute teacher.  Phones and tablets are to be kept in lockers or at home.

2. Substitute teachers have the right to confiscate devices should they be out.

3. The substitute teacher’s report will determine points in Classcraft:

●
The class with the best report will win 1000 XP for each student   
who was there that day.

●
Any class with a bad report will lose 20 HP for each student who 
was there that day.

●
Students who get written up or sent to RTC by a substitute will 
lose 20 HP for going to RTC in addition to any bad report loss.  
This will definitely result in ending up in the Book of Laments.

●
Students who are listed by the substitute as helpers or who get 
good reports will individually earn 80 XP.
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