
Entering Class Procedure 

1. Walk in. 

2. Get your lab book. 

3. Sit in your assigned seat. 

4. Do the bell work and fill out your agenda. 

 

Ending Class Procedure 

1. Group captain puts up lab books. 

2. Make sure your table and floor are tidy. 

3. Sit in your assigned seat. 

4. Eyes on Me. 

5. When dismissed, push in your chair and walk out of the room.  “Saunter, don’t stampede!” 

 

Lab Book in the Crate Procedure 

1. Pass your lab book to the group captain. 

2. The group captain takes the lab books to the crate. 

3. Lab books go in the crate vertically, like books on a shelf. 

 

Eyes on Me Procedure 

1. Put down whatever you are doing. 

2. Point your eyeballs towards Mrs. D’Andrea’s face. 

3. Ssshh! 

 

Intercom Procedure 

1. IMMEDIATELY STOP WHAT YOU ARE DOING AND BE SILENT. 

2. Do not resume activities until Mrs. D’Andrea says to do so. 

 

Bell Work Procedure 

1. Set up the week's bell work in your lab book (see diagram)  

2. On the correct day, copy the info on the Smart Board.  All. Of. It. 

3. Answer the questions and/or follow the instructions given. 

4. When we go over the bell work, be prepared to read your answers out loud.  If you got a wrong 

answer, cross out your answer and add the correct answer. 

5. If you are absent, when you get back, copy the bell work from a reliable neighbor. 

 



Agenda Procedure 

1. After you finish bell work, copy Mrs. D’Andrea’s agenda on the board into your agenda. 

2. You are to copy the info in "activity", the "due", and the "hw" columns from the board. 

3. If you are absent on a Friday, copy that day’s agenda from a reliable neighbor. 

**We will have bell work/agenda checks every two weeks.** 

 

Tardy Procedure 

1. Enter class quietly, so you do not cause a disruption. 

2. Get your tardy card from the box. 

3. Fill out the date and your reason for being tardy. 

4. Put your card in the white basket next to the tardy box. 

5. Go get your lab book, have a seat, and start working with us. 

 

Stations Procedure/Info 

1. Read the blue card hanging from the station sign for specific station instructions.  Follow all 

instructions posted at each station. 

2. Instructions will refer to “task cards.” Task cards will be found in baskets beneath the station 

signs, along with other necessary supplies for that station. 

3. After completing a station, return all task cards to the correct basket.  Leave the station tidy. 

4. You may move from station to station at your own pace.   

5. You may only move to a station that has room—only two groups per station at a time. 

6. While waiting for a station, please remain seated.  The only standing allowed is at Explore It.  

7. When at a station with a laptop, log in/Wi-Fi information is on a sticker at the top of the laptop 

screen. 

8. During stations, please place all personal belongings along the sides of the room.  Do not leave 

your things under/on desks.  Keep your valuables (phones, purses, wallets) with you at ALL 

TIMES. 

 

Cell Phone Procedure 

1. Phones and earbuds are to be put away, out of sight, immediately upon entering the classroom. 

2. Cell phone use is occasionally allowed, but will only when Mrs. D’Andrea says to get them out.  

CLASS ALWAYS STARTS AS A NO PHONE ZONE.  You must get VERBAL permission from Mrs. 

D’Andrea before beginning to use your phone, no matter what the cell phone sign says. 

3. Anyone using their phone without permission OR inappropriately after getting permission will 

lose their class phone privileges. 

4. First cell phone violation loses your phone privileges for the rest of the day.  Second violation 

loses your phone privileges for the rest of the year.  

 



End of Day Procedure (6th hour only) 

1. Follow End of Class procedure, #1 through #3. 

2. When announcements begin, get your agenda out and check it for homework/quizzes/due 

dates. 

3. Leave the agenda open until announcements are over. 

4. When Mrs. D’Andrea instructs you to do so, stack your chairs (around 2:14). 

5. Wait quietly at your assigned seat, standing, until Mrs. D’Andrea dismisses you.  
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