General Policies and Procedures

Mrs. Cearley

7th Grade English –FJHS
1) Entering class: Students are expected to enter class in a quiet manner and immediately begin the bell work which will be Power Point screen at the front of the room. Students should sit in their assigned seat and be ready to begin class when the teacher enters the room from the hall, or you will be counted tardy.
2) 
Bell Work: Daily bell work activities will take place for the first ten minutes of each class period on most days. Each day, the student should begin the bell work or quick write in his/her bell work/agenda sheet which will be passed out on Mondays and used all week. On a regular basis, I will collect it to see if you are completing bell work. If a student is absent, he or she should write “absent” in the box for that day when they return to class, and you do not have to make up the activity. Bell work will involve journal writing, editing/grammar mini-lessons, prewriting strategies, benchmark skills review, or open responses.

3) Tardies: As per school policy, students will be counted tardy if they are not in their assigned seat when the bell rings and up to 10 minutes past the bell. If a student arrives after 10 minutes into the class, they will be counted absent. After five tardies total, students will begin to receive detention.
4) Leaving class: Students will be dismissed by the teacher not the bell. I will not hold students later than a few seconds in order to finish my lesson; however, students need to wait for me to tell them they may leave before gathering up their material and leaving the room. Students are not to get up and gather by the door while waiting for dismissal. You must remain seated until dismissed. If a student needs to leave class to use the restroom, he or she should ask permission, and then the student should use the clipboard by the door to sign in and out of the room and take the restroom pass. Students are expected to return within 5 minutes.
5) Behavior: Students are expected to exhibit polite, respectful, and attentive behavior while in class. Students will not be allowed to eat, write or pass notes, sleep, do other homework, or socialize during class, or school CRIB sheet will be assigned. Gum is allowed, unless that privilege is revoked at some point. Students are expected to demonstrate courtesy and respect in their comments towards the teacher and other students. Please see the additional handout regarding the class policy for electronic usage.
6) Notebook: Students need to bring their course binder to class every day along with their composition notebook and supplies. It is strongly encouraged that you have a SEPARATE English binder that is not shared with another class because of the volume of handouts/papers you will receive for this daily class. 
Binders/notebooks should include a tab divider for the each of the following sections: 
REGULAR ENGLISH:

BELL WORK SHEET, VOCABULARY, CURRENT UNIT, and REFERENCE. 
PRE-AP ENGLISH:

BELL WORK SHEET, VOCABULARY, CURRENT UNIT, LITERATURE CIRCLES, REFERENCE

Students should keep all papers in an organized fashion until the end of the quarter OR until the end of the thematic unit has been tested, then they may clean out their notebook at the direction of the teacher. 
7) Paper Headings: All written work on notebook paper should be done with the correct headings which will use MLA format. The heading should be on the left 
side of the paper and should list 4 lines for student’s name, teacher’s name, course, and date. 
EX:

Bobby Smith

Mrs. Cearley

English 7

August 19, 2016

Page numbering should include the student’s last name and page number in the upper right corner of each page. This will be modeled in class and is on a poster at the front of the room. Any papers not headed correctly will be returned to be corrected.
8) Utensils/Paper/Supplies: Only college-ruled notebook paper that is smooth edged (not torn out of a spiral notebook with rough edges) will be accepted for graded assignments. Students should write all daily work in pencil, black ink, or blue ink only. Assignments that are done in any other colors or that are illegible will be returned to be recopied. Students are expected to come to class with extra paper and writing utensils each day, and I will not provide those materials for the 
students.

Supply list: (please have these by next Monday)
1 ½  inch, 3 ring binder which is solely devoted to English

5 subject tab dividers, labeled as directed above in #6

College ruled notebook paper (reinforced edge is best)

Pencils

Blue or black pens

Red pens

Highlighters (at least two colors)

An abundance of Post It Notes

Ear buds

A 16 GB USB flash drive

Donation of 3 prizes to raffle box every quarter

**many students also prefer to purchase their own copy of any paperback novels which we read in class, so that they have the option to highlight/annotate directly in the book.
9) Make-up work: When a student is absent, he or she has one week to submit the work for a grade. The student is responsible to ask the teacher for assistance in order to complete this work. A student officer will be in charge of keeping an assignment notebook that lists any required work, and copies of all handouts will be in the make-up file in the room for students to get when they return. I also have a class website set up under the FJHS website, and I will list all handouts and assignment there for students to download from the internet when they are absent.
Parents will be notified via phone or email if a student has more than 2 late assignments, and students will be given mandatory seminar passes to complete the work.
10) Turning in work/receiving work: There will be plastic paper trays in each classroom on a counter for students to submit assignments during the class period. These will be numbered by class period. Some homework will be collected from the student’s desks individually by the teacher or class officer. Graded daily work to be returned will be placed in the graded tray for a class officer (mail carrier) to pass out. Students need to place returned work under the correct section of their binder. Do not shove all returned papers into pocket folders, or you will become disorganized very quickly in this class!
11) Classroom library: Students will be able to check out books from my personal library of novels, if they desire. These will be signed out like a regular library book, and you need to fill out the card in the pocket of each book in order to check it out of the room and hand the completed card to me to file.  Return the books to the red bin on top of the bookcase when finished, so that I can restock the card and reshelf the books correctly. Students will be responsible to replace any lost books. Please return these books within two weeks of borrowing them, and only check out two books at one time.
12) “High Five” signal: When I say “high five” and raise my hand, it is your 


signal to IMMEDIATELY stop talking and give me your attention. Failure to do 


so may result in disciplinary action.
13) Class officers: Our class will have four class officers each quarter which will be selected based on an application process. Officers will be paid a “salary” of 3 tickets weekly.  The positions are the following:
· Clerk (take attendance daily)

· Make up work reporter (keep a record of make up work)

· Teller (pass out tickets which students earn, pay officers weekly, conduct raffle on Fridays)

· Mail Carrier (collect homework as directed by teacher and return graded papers each day)

      14) Weekly raffle: Students will be able to earn tickets for different types of class 

participation and put them into a raffle for small prizes on Fridays. Students need to donate 3 prizes (packs of sugar free gum are popular) during the first week of school to help keep the raffle box supplied. Additional donations of small prizes will be requested from time to time, and students will be asked to refill the raffle box at some points in the year when it is depleted. Please write your name in INK on any tickets as you receive them, as lost tickets will not be replaced!
