Mrs. Murphy’s Science Classroom Procedures
Procedures are a part of life.  We follow procedures for driving safely, boarding an airplane, and using a telephone.  Classroom procedures are important for developing a great classroom “culture” so that things run smoothly all year long.  The following are our classroom procedures:  
How do I enter and/or leave the classroom?

1. Enter the classroom…

a. Quietly and on time.

i. Go directly to your seat.  If you left your notebook in the classroom, get your notebook on the way to your seat.

ii. If you are not in your seat working on bellwork when the tardy bell rings, you will be considered unprepared for class and may be issued a tardy.

b. With all necessary materials.

i. You will need to bring your science notebook and planner to class every day!  If you like, you may choose to leave your notebook in the room.

ii. Sharpen your pencil before the bell rings!  If you need paper, borrow some before the bell rings.

c. Begin immediately on bellwork.

i. Write the assignment for the day in your planner.  The assignment and homework for the day will be found on the “Today” board at the front of the room.

ii. Bellwork will always be posted on the front board.  

iii. Follow the format discussed in class, shown on the poster above the board, and given to you as a handout.

iv. Remain quiet until the class is addressed by Mrs. Murphy.

2. Leave the classroom…

a. At Mrs. Murphy’s signal.

i. The bell does not dismiss you!  Your behavior prompts Mrs. Murphy to dismiss you.

ii. Do not pack up your belongings until told to do so by Mrs. Murphy.

b. Calmly and quietly.

i. Once dismissed, push your chair in and calmly exit one at a time.

ii. If you are in sixth period, put your chair on the table.

How do I get Mrs. Murphy’s attention?

1. For a science-related question …

a. Wait for an appropriate time to ask.

i. After Mrs. Murphy is done explaining or has asked if there are questions.

b. Raise your hand high.  Remain quiet until acknowledged.

i. Do not jump up and down in your seat or make noises to draw attention.

ii. If Mrs. Murphy doesn’t acknowledge you after a little time, quietly walk over to her and wait to be acknowledged. 

2. For a restroom/water/other pass…

a. Wait for an appropriate time.

i. Wait until after instruction.

b. Fill out a pass in your planner.

i. 3 per nine weeks

ii. Fill in all information prior to going to Mrs. Murphy
c. Quietly bring it to Mrs. Murphy to initial.

i. Do not announce to she class you are going to the restroom.

What do I do when Mrs. Murphy asks for my attention?
1. Free your hands and show eye contact.

a. This shows attention.

2. Pause your own conversations; do not talk over Mrs. Murphy. 

a. This shows respect.

What do I do when I am absent and I miss Mrs. Murphy’s class?

1. Check the science calendar on Mrs. Murphy’s website.

a. If possible, complete the assignment at home.

2. When you return…

a. If you haven’t already gotten the assignment, check the “Planner Board” at the back of the room.  Any handouts/worksheets can be found in the “make-up work” folders at the front of the room.  

b. If you are “lost”, ask a classmate about the work you missed.  

c. If you’re still “lost” after asking a friend, ask Mrs. Murphy at an appropriate time.

3. Complete the previous day’s bellwork.  
a. This can be found in the class bellwork notebooks kept by Mrs. Murphy’s aides and stored in their desk by the windows.

4. Make up all assignments on time.

a. At the top of the assignment, write “Absent” and the date you were absent.

b. If you miss a quiz or test, it is YOUR responsibility to schedule a make-up time.

How do I set up my science notebook?

1. The notebook should be durable.

a. Three ring binder (1 inch works best) 
b. 10 tabs for units

i. Save your tab labels, we will label as we go

c. Duo Tang folder with your name on it should be kept in a notebook pocket
What is the best way to contact Mrs. Murphy?

1. Email

a. I prefer email because I can check it throughout the day.  

b. It is easier to find time to respond via email as I can work on it in pieces between teaching.

2. Phone

a. I do not check my phone messages regularly, so I prefer email.
3. Note

a. I check my mailbox in the office each morning.

How do I work in groups or grade other students’ work?

1. Mrs. Murphy will almost always assign groups.

a. No complaining!

2. Cooperate with your group.

a. Compete only against yourself.

b. Every group member is expected to put forth effort to complete the assignment.

c. Try to answer questions or solve problems in your group before asking Mrs. Murphy.  If you need Mrs. Murphy’s help, decide on one person in the group to raise his/her hand and wait quietly for Mrs. Murphy.  If she is busy, wait…she will eventually get to you.  If she does not notice your hand up, one group member should quietly approach Mrs. Murphy and wait to be acknowledged.

What do I do when I’m finished with my work?

1. Remain quiet.

2. Work on something by yourself at your desk.

a. Finish your science work first; then work on other assignments.

b. Read, write, draw, study, take a nap, etc… (Notice these are all quiet!)

What do I do if I break a rule or procedure and am asked to write in the discipline log?

1. Do not argue with Mrs. Murphy.  This will only add to your problems.
2. Quietly go to the discipline log (found by Mrs. Murphy’s desk) and find the binder for your period.  Open to your own page and record your offense and the date.

3. Take the binder to Mrs. Murphy.  Wait for her to initial.  If it is your 2nd or 3rd offense of the 9 weeks, you will be asked to call a parent.

4. Once Mrs. Murphy has initialed the discipline log, return it to the appropriate place and return to your seat quietly without causing any further disruption.

What do I do when I check my grades and find a zero for an assignment I completed and turned in?

1. Check the “No-Name Papers” box located at the front of the room.

a. Odds are good that your paper did not have a name on it.
2. If you do not find it in the no-name box, find an appropriate time to ask Mrs. Murphy about it.

a. Be nice about it…mistakes happen!

What do I do if I have a problem with another student?

1. Attempt to solve the problem in an adult manner.

a. Inform the other student of your problem nicely.

b. Do NOT insult or threaten the other student!

2. Tell Mrs. Murphy
a. Find an appropriate time/manner to discuss it with Mrs. Murphy
b. Do not make a scene or unnecessarily draw attention to yourself or the other student.

