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This manual was developed as part of a series of research’

‘studies foqgfing on classroom maragement " conducted by the Classroom
Organization ‘and Effective TeachingvProjeét (COET) at the Research and
Development Center for Teacher Education, The University of Texas at
AUstin; .COET's résearch ‘on selementary Elassroém (ﬁanégement began 1in
1977 with the Ciassroom Organization Stud- (COS), a descriptive study of
27 elementary classes in eight. schools. The purstevof.the COS was to
find out how effective teachers pfganize and mandée:their;claSSes from
the first days of school. Each class was observed abdut 16 times during
the school year, including intensive observation’during the first week of

school. Observers recorded a variety of information about the classes,

including descriptive narratives of classroom events, measures of student

task engagement, and ratings of specific teacher and student beha;iors,

Teacher interviews and questionnaires ~and school district records of

"student achievement test scores were also_sou}ces of information. At the
end of the study, this informatioh, was used to identify a group of
. . . o -

_teachers who had succeeded in establishing and maintaining well-mgnaged

classrooms. Their classes were’characterizéq.by high levels of student
cooﬁ%ration, success, and task;invélvemen;. h%tudents in fhéée classes
made good achievement gainz during the year. Classroom observation
recérds from the more effective’ ténchers' classes were compared with
those of less effective teachers; with particular attenﬁion to what
ﬁ?éachers did at the beginning\of thé.school‘year tp‘organize and plan for

classes, and how they maintained their management system and organized

instruction : later in the year. Results of the study were used in

preparing a pilot version of Organizing and Managing the Elementary

’

School Classroom.

In the 1979-1980 ‘school year, the manual was leof—tested with 12
relatively inexperienced teachers in the Elementary’ School Pilot Study

(RSPS). Resultsﬁqf‘thé pilot suggested that the manual was very helpful

to teachers in organizing their classes at the beginning of the school

year. Teachers' responses to interviews and questionnaires were




considered in revising the man@al.and pyénning a full-scale test,of‘its
effectiveness during the following schéoi year. . '

The Classroom Management Improvement Study (CMIS) 1included 41
teachers in Grades 1 thr0ugh 6 in 14 achools Teachers selected for the
sLudy either had two or fewer years ¢f experience, or were .teaching for
the first time in new school or c§%munity settings, .with a different
student population or grade Ievel. fStratified random‘selection"was-Used'
" to divide teachers into two groups, balanced for years of experlence and
grade level. One group of 23 teachers received the manual before school
started, and participated in a workshop before the school year began and
another after Several weeks of séhool. The other .teachers: received the
manual andva workshdp later in ﬁhe school year. Classes taught by all of
the teachers in the study were. observed eight times in the first 8 weeks
of school, including the first day, and four additional times. during the
first 2 months of 1981. Observers did not know the group assignments of
the teacﬁgrs. Results from the study indiﬁated thatdthe manual waS of
significanf help to.teéchers in establiéﬂing classes with higher'levels

I

of student task-engagement and appropriate behavior.
1 il

The | COET Project is ayé developing and testing a manual for
.teachers in Junlor high or middle school classes. Information about the

CMIS or other studies conducted by COET can be obtalned from the follow-
!
ing address: ] i
Clallroom Organlzat on and Effective Teaching Project
Relearch and Development Center for Teacher Education
Education Annex 2. 244 - :
The . Unlveralty of Texag at Austln
Austin, Texas 78712
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x INTRODUCTION

°

The purpose of this manual is to provide information
that wiil aid you in establishing and maintaining an
effectively organiaéd and\ managed classroom. " The
manual includes a series of prescriptions foeysing on.
getting ready for the beginning of school, choosing
rules and procedures, managing student behavior, and

improving instruction. Impleaenting ‘these prescrip-

tions will get you on your way to a successful year.

‘Background

If you were to walk into a classroom during the middle of the school

3

you might observe the following scene.

Ms. A is working with a reading groub in an area at the
front of the rvom. She is asking questions to check the:.children's

.comprehension of some material they have read. You abserve that the

children wait to be called on or raise their hands to volunteer.
Othet children in the room are working at various tasks at their
seats. If someone rises to get materials from someplace away from

his/her desk, it 1s done quietly. The children all seem to be work-
ing at some task, very little wasted time and no disruptive behavior
1s observeds

Occasionally, Ms. A scans the room. Although she isgworking
with a group, she seems aware of other areas and children's activ-—
ities. Once when two students are fooling around at the pencill
sharpener, she catches nne of the children s eyes and that child
returns to his seszt.

When the reading group has finished, Ms. A rings a bell once
and, says, "Group 2." Seven children rise from thelr seats and come
to the reading group area while the first group returns to their
seats. Once in the group, the children seem eager to® respond.
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Later, "as you observe the teacher working with the class, you
see the same types of student behavior. Children work at assigned
tasks without botheriug other childred. When a seatwork assignment
is completed, children begin other activities. Both the teacher and
the students seem to work together harmoniously; the mood in the
room appears generally relaxed and pleasant, yet work-oriented.

Now suppose you visit "another teacher's classroom 1in’ the same

building. Ms. B is feaching'at the same grade level as Ms. A, and her

children have the same levels of ability and interests. Nonetheless;

what you observe is markedly different.:

y

Ms. B 1is working with a reading group, but the children are
not being very cooperative. Two boys are pushing and tugging at one
another and Ms. B has to stop several times to ask them to quit.
Three children in the group seem interested in answering Ms. B's
comprehension questions, too eager, in fact, since tiey keep 1inter-—
rupting each other and calling out answers. Two other children in
the group are never called upon nor do they volupteer.

Ms. B does not seem to be aware of what the children outside of
the reading group are ‘doing. If fact, over half of them are doing
nothing or are off-task. Several of those who are working initially
are bothered by their classmates' behavior and in a few'minutes they

join in. As the noise level rises and several children are out of
their seats running and pushing each other in a corner of the room
behind a bookcase, M. B looks up from the group and notes the
géneral disorder.: .'"Be quiet!" she says loudly, with no visible
effect. She rises, leaves the group, and restores order.
. e °
Two minutes later, the noise level rises again. Several

children from out of the group interrupt Ms. B while she is with her
readirdg group. Ms. B seems to have run out of time for this group,
and she hurriedly calls out a few questions, and then sends the
children back to thHeir seats. ''Group 2,.I need you now,' she calls
out. Several children leave their seats, while Ms. B calls for the
rest of the group. When they finally arrive, Ms. B discovers that

~most of the children did not bring their materials. Meanwhile, a

scuffle has broken out by the drinking fountain; few of the children
at their seats are working.

The &two classrooms depicted above present a contrast in manage-
; I ; : A

ment effectiveness. Ms. A's students are productively engaged; her
> . . .
classroom procedures are in place and operating smoothly. Children in
, PR PN PN

Ms. A's room do not waste much time,.nor are they bothered by large

amounts of inappropriate or disruptive behavior. Ms. B's classroom pre-
sents the opposite situation: students are frequently off-task and they
do not seem to have learned how to follow classroom procedures. Ms. B

‘has fuflher compounded the .pxoblems by failing to monitor students care-"'




fully; thus inappropriate behavior, already at a high level because of,

poorly planned procedures, escalates and becomes dlsruptlve

‘The management and organizational - .differences between these ° two

classrooms will have both short- and Iong-range effects. Both research

and common sense tell us that student learning will be greater among
Ms. A's children, compared to Ms. B's children. Ms. A's more effective
~classroom management -and organization:willgresult in more learning time
in her curriculum actiyities. Her students will cover more material and
have more”time for enrichment. They are also more likely to get‘help
when they have dlfflcultles because Ms. A's smoothly running procedures
w111 require less of her time to maintain; she will not have as much
inappropriate. or disruptive behavior to siphon off her time and energy.
Unfortunately, there will also be some personal effects of poor manage-

ment on Ms. B. Because of the high number of interruptions of her teach-
[~

ing time, and the frequent need to deal with inappropriate or disruptive'

behavior, Ms. B is likely to experience an uncomfortable level of tension
and stress. Ms.¢A, on the other hand; is far more likely to be rel axed
and to look forward to teaching her children as the year progresses.
The key questions for us are why and how Ms. A's and Ms. B's. class—
rooms evélvedvto their present state. What did Ms. A do to establish
'sdih a productive, c00peratfve climate? What did Ms. B do,tor fail to
do, that resulted in a poorly organized room7 . .
We believe the genesis of Ms. A's good results and Ms. B's problems
are to be found in the first few weeks of the school year, and in the
* “/“planning these teachers-did to get the year underway. We believe this to
:; be the case because we have observed more than 90 elementary and junior
g: high school teachers during the last three years as part of the research

4
done by the Classroom Organlzatlon and Effective Teaching prOJect at the

v

| Research and Development Center for Teacher Education. The observations’

began on the first day of the school’ year and continued throughout the

year for more than 25 hours in each class. In this research, we were

Aruitoxt provided by Eic:

~able to identify teachers of varying management effectiveness. In.nearly
all these cases, we can trace the roots of the more or less effectively
managed classrooms back to the first few weeks of the year, and we have

been able to identify those things that the more effective managers did

O

ERIC . S ¥ ~ ‘




g

O

ERIC

Aruitoxt provided by Eic:

. B
to establish-:their classroom systems. We want to share this information
\ L »

with you in this manual.
We do not want to imply that a -teacher need only follow these sug-
gestions for the first few weeks, nor that a difficult beginning cannot

be reversed. However, it is a far easier task to maintain an initially

well-organized classroom, than it is to regain control and to teach new

“behaviors to replace inappropriate ones . Therefore, - many of our*

suggestions will be directed at the initial portion of the school year;
however, we shall also focus on some important aspects of effective

teaching throughout the year.

How to Use This Manual

- You should begin to use 'the manual while you are getting your room

ready and while you are planning. for =the first week or two of school.

Don't wait for school to begin! All of the major areas (and most of the

minég'ones) that you need to plan are described here. Use ﬁﬁq m?“Uél’3$'

a guiael' < ’ ' : : X?;;
The manual is organized around 11 "prescriptions." Iheée prescrip-

tions identify teaching practices that are characteristi¢ of more effec-
tive classroom managers. Accompanying each prescription is a ratiomale
explaining the basis for the recommended teaching practice. This 1is

followed by guidelines and activities that should be used'tb:implémént:'

the pregscription.’ Reading, the guidelines and carrying out the activities

are essential for successful implementation of the prescriptions.

Activities for some prescriptions include case studies of actual
classrooms. You will find these particularly Qseful becausé they illusg-
trate proven techniques.

A number of charts and ‘tables are presented in order to summarize
information. 1In addition, convenient checklists of things For you to'do
or to remember are included. You will find room to write your notes and
plans on them. . '

" The manual is color-coded, as follows:
White Prescriptions, rationéle, guidelines and activities

Yellow Major case studies

Blue . Checklists .

b
Q)f
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During your 1initial reading concentrate on the prescriptions,
rationale,. and guidelines. You will find that the prescriptidus_ are

organized accoérding to the following plan. g

1. Prescription 1 Getting the classroom ready

2. Prescriptions 2-3 Planning rules and procedures

3 Prescriptions 4-6 Preﬁaring for the first few days of class
4. PrescriptiOné 7-8 Méﬁaging studentibehavior . .
5 Prescriptions 9-11 Improving instruction |

Starting with Prescription 1, complete as many of the activities as

you can. . All of the prescriptions contain information valuable for

beginning the school year right. We know that™ this is’-a big task. But

we are certain that -this' is time well spent, because it will pay you a
substantial return in more productive classroom time, a pleasanter

climate, and less tension and stress for you.

'

0
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Prescription 1 - READYING THE CLASSROOM

i

{

Be certain your classroom spage, and matérials are ready

for the beginning of the schopl year
v S
i

On
Chlldren usu-~

Rationale = , 1
!
The first days of school are crucial to the rest of the year.

the first day you are setting the tone of your classroom
ally come to school on the fLrsL hay both expectant and anxious—-and what”

you do can elther reassure them Jr reaffirm their doubts.
The first
§

and Lf you are calm

Teachers begln the very f]rst day to mold their classes to a struc-
ture-—you want it to be a flrst rate structure and a good fit.
i , com

day will make a big meressxon on the chlldren
the 1mpressxon will be the right one!

Eo do before school starts, but from the
sense. to take a3

possible.

and conf;dent
"dead

pqsed,- ;
There's already enough
there 1s so much more to do that it makes

t it will run as smoothly as

you can avoid probleme which resultrin
ial, or decide

first day on, ,
little extra tlme_toAinsurefthat
With some advance planning,
sLudents‘ while ydu seéarch for misplaced material
or try to figure out what to do

time'" for

what to do with a 1ate‘arr1v1ng student,

next because your students have finished sometthg in about half the time

‘yoq thought it would require. -
‘ . 2N

b
r
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Even a little bit of dead time is enough to get some students .into
trouble. The.old proverb, "An ounce of prevention is worth a bqqnd of "
cure,' certainly holds true for the classroom.. '

Your ounce of prevention will be the blé&hing'you engage 1in before
séhool begins. We will begin with planning your teaching-learning .
environment, - which consists mainly of your classroom's space and the
materials you will need for instruction. . But we will also include in the
pianning activities those aspects of your school that affect you and your
pupils. Such aspects 1include the use of hallways, playground, and

instructional areas outside the classroom (library, music room,-etc.).

Planning the Use of Space .

One of the first 'considerations for the teacher‘vho sits down to
plan for the 0pening“of school is how the allotted space witgiﬁ‘ the
classroom will be‘érranged. o ' ‘ | .

The basis for all decisions. about fhe uée of space in the classroom
is the consideration of whét‘ activities will be taking place 1in 'that
classroom., Of course, no decision need be final: better arrangements
may preseﬁt themselves and tﬁe needs of the studeﬁtS'may chénge in time.
There's a lot to be said for changing the room around just for the sake
of variety——it gives the feeling of a fresh start.. But to start out one

must decide oz a plan. Some suggestions for each of the major areas

you'll have to work with are presenteéd in the following chart.

1y

12 ’ '
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Area/Subject

" A. - WALL AND CEILING SPACE

Wall space and bulletin boards
provide extra areas to display

rules, procedures, assigned {duties,

calendar, clock, schedule, menu,
instructional material,
decorations; charts and maps,
student work, student blrthdﬁys,
etc. Ceiling space can“ ‘alsokbe -
utilized to hang mobiles,
decorations, and student work.

Important Note.

Don't overdecorate and don't
spend- a lot of time. Just
get the job done. A few bare
bulletin boards won't bother
‘anybody——leave ‘them for
displaying student .work. =~ You
need time now for more
essential planning; you'll
have time later in the year
to try something fancy.

Suggestions

1f you need ideas for :
decorgting.your room or for
setting up displays, look at
some other ‘rooms around the
school.

You'll probably want to cover

‘large bulletin board areas with

colored paper. You can
probably obtain these in your
school office or supply
room-~they'll be in large
rolls. A neat border will
help. Again, the supply room
may have materials, or you can,

‘spend a few dolLars for-

materials at a school supply
center or store. For a few
move dollars, you can buy a
book of bulletin board ideas or
some posters.

Re sure to leave some space for
displaying a list of rules (to
be developed in a later
activity and prescription).

B. FLOOR SPACE

Arrange your desks/tables and, chairs so that you can easily observe
students from all areas of -tre room in which you will work. Students
should be able to see you and .-ressary displays, overhead projectors,

screens, or chalkboards. for wholz group

1. Arrangement of student desks

activities.

Keep high traffic areas clear.
Don't put desks/tables/chairs
in front of doors, water :
fountain, sink, etc.

" Count the desks/chairs. Make
‘certain you have enough.

Replace damaged furniture.

You may have a room in which
students sit at tables rather
than desks. 1If this is the
case, you will need to plan for

et

ERIC

Aruitoxt provided by Eic:

Z\i
<




@

o

Area/Subject

2. 'Group actiwvity or work areas

You will need an area where you
can meet with small groups of
children. This occurs most .

. frequently for reading, and, if
groups are used,*for arithmetic.

You will also find it handy to have
an area with a table or counter top
‘where several children can work
together on projects? -

3. Centers

A center is an area where students
come to work on g special activity
or to SCUdy some topic. Often, &
center will have, some 'special
equipment such as a tape recorder
with headphones  for “individual
students. Other centers may be
built around a special study tdpic

in science, social studies, etc. A

center may be organized around a
skills area in arithmetic, for
example. In' this. case, you might.
have a box of activity cards which

Vi,

©

Suggestions

student storage carefully.
Individual tote trays, boxes,
or square plastic tubs are
often used in these situations.
Storing these must be
considered when arranging your
room. They should be easily
accessible to the students.

Even if other arrangements are

to be used later in the year,

it might be wise to begin the

year with desks in rows facing

the maJor ingtructional area.

This minimizes distractions for
the children and allows the N
teacher to monitor behavior

more readily and to become
familiar with individual

students' work habits.

Arrange the area(s) so that you
can monitor the rest of the
class when you are in the area
working with a small group.
Position your chalr so that- you
face the room. '

Arrange work areas so that you
can monitor them when you are
workLng with the class.

Make  sure you have enough
chairs for your group area.

| ‘ .

I
i
|

Plach centers in. locatiouns
where you can monitor them
easily.

Be certain that all necessary
materials and equipment are
avallable at the center.

Test the equipment. to make -sure
that it is working.

|

O
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Area/Subject

Suggestions

students progress through as part
of enrichment or remediation

in the ar'ithmetic skill area. 1IF
you are setting up a center, use
the suggested things to do in the
right-hand column. (Also, read
more about centers in the ..
discussion of Prescription 11
before proceeding.)

Important Note: You.don't
need to have a center 'in your
room, particularly at the
beginning of the year. If you
don't have one ready, don't
'lose time trying to develop
one now. Wait a few weeks
until you have more time.

L

4., Bookcases

5. The teacher's desk, file
cabinet, and other equipment

©

°

15

If you plan to store

2

\
Place bookcases where they
don't prevent monitoring or
obstruct lines of vision--yours
or the students'. .

Leave on the shelves only those .
materials that you are willing
to allow students to handle.
Store the rest until you are
ready to use them.

Place these so that they dc no
interfere with traffic. :

If you plan to use your desk

‘For individual work with

students, place it so that it
is accessible, .and allnws: you
to monitor the room while at
the desk.

[

instructional materials on or
in your desk, place them so

‘that they are easily accéssible

from your instructional areas.

-

<




\  Area/Subject

=

6. Pets' and plants

These can add a lot to a room and-
can provide many learning
experlences for children. Some
teachers prefer not to include pets
until later when thlngs have
settled gown. '

I

1

7. Traffic patterns

o

\ o Suggestions

IR x

a. Place these where they will not
i be in the way of work space and
{'where they w111 not distract

students.

!
i

b. }Choose plants and pets' that are
tcompatible with the 1-ghting
\and heatlng ranges in your
room.

Try to maintain open traffic lanes,
easy access to lnstructional or
high— ztraffic areas, and clear 1ines
of vlslon for yourself to all’ "areas
of the room, and for your students
to any area having a visual display
for instruction (OP screen,
chalkboard, frequently used charts
or maps).

C. STORAGE SPACE AND SUPPLIES

1. Everyday pabér and other
supplies g

These need to be in a convenient.
and readily accessible place,
probably someplace where the
students can get to them on their
own. Work tables could possibly
supply some of th}s space.

t

k4 ~

‘a. ‘Daily supplies will‘dépend to

some degree upon the ~grade
level you teach and’ the
supplies children bring to
school with them. The
following set .includes most of
the basic materlals
a) Pencils
b) Pape¥ in varying sizes. and
colors' for different
activities
c) Crayons
d) Water soluble
e) Rulers . .
f) Assorted pens and chalk for
art prOJects
g) Transparent tape and masklng
. tape :
"h) Stapler
1) Glue
Have at least these on hand for
the first day. S

markers




Area/Subject 5 T j Suggestions R

Elnd containers for as many of o
. _items as you can: old '
. 3 ' ' _ dittomastér- boxes, IBM card

~ .boxes, coffee caﬁhy\cardboard

: . boxes, etc. ~Thése canbe

" . i - . . covered with ¢ tact ‘paper “and

: - e . - labeled. This 3}41 help keep ~~_
' ‘ the storage area neaxf and will

gave CIE&QQETLéESf

~

: 2. Everyday books and ’ . f\\\\\‘ =
it ingtructional materials , e -
. \ o \‘m N
| These would 'include anything the a. If you don't know what books . __.
students use-on a daily or and other materiale ate: ‘
near-daily basis that they do not . available for your.gra?e, ask
store in thELr “owyt ‘desks. your grade level leadel or your b
o . ‘ \ o principal. Decide (or find o
(i out) which books the students
' , ‘ are allowed to ‘keep at their
‘ : , desks or take home and which ..
G oo ‘ must remain in the room. -(This
Ny - ‘ decision may be yours to ‘
o ; i 1\ _make.)
: . i
. ' b\ Find easily accessible shelves
e ‘ on a bookcase for those
‘everyday books ‘and materials
that will nhot be Kept in
student’dqsks.
3. Long-term, geldom—-used or . . ,
special occasion items. \ o .
" These include Christmas and other = - a. These items ean be stoAFd at : .
seasonal deéBYatlons, special . _the backs of cupboards and on
. project materla]s, and things that ' top of cabinets (even out of ' ,
’ are used only a féw times a "year or the room if you have access toi 'i
“twill be used sometlme in the future. . outside storage space). i

(like the.next basal reader for - T
your reading group if you Have the

luxury of having them ahead of
“time).

4. Eguigmenf

This includes the overhead . . a. Note where electrical outlets
projector, record player, tape are located before you place
recorder, headphones, pencil . equipment .

sharpener, etc. L .

Q ' : - {: 17 -
EMC ' - ' '  ‘ ; r.,.'\!
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“mot to be stored in desks or ''tote

v

‘ruler)

Area/Subject

5. Student belongings

This includes any items that are

trays' (i.e., lunch boxgs,
show—-and=tell 1tems
items-,
storage will
later! -

wraps,

&\Efny a headache

6. Your own materlals and

SUEEllLS

You can expect to receive -some
standard” supplies from the school.
Typically these include pencils,
paper, chalk, erasers, overhead
transparency sheets, scissors,
glue, stapler and staples,
thumb tacks. '

e

t lost~and-found
etc’ )\\Eiannlng for student
sa

b it
s

- ' Suggestions

b,

C.

-

Obtaip needed extension cords
or adaptor plugs. Store them
with the equipment 'so you won't
need to look for them when you
want to use the equipment.
2 - o ‘ t a

Test {all equipment now.

-

“This ,space should -be 1egt empty
as you arrange /our

‘should be stri /f9 for -
studgnt use., —
You may need to provide a :
coatrack if there is no spdce
for students to hang their
coats. (A school chart rack
can come in handy here!)

You should add the following:
"kleenex, rags, paper towels,
soap, bandages, and extra lunch
money. for emergencies. Store -
these .where they are accessible
to lyou (not your students) when
you need them.

Be. 'certain that you have a
grade book and copies of
lnstructor s manuals or
teach@r~s~edltlgg§~£35 all’
textbooks that you will use
wlph your class.

Iff you don't have a clock and a
calendar in your room, get ’
them. Buy a desk bell or timer
if you wish to use either as a
signal. (See Prescription 2)

o
.
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“Area/Subject ' Suggestions
7. Nametags Q; G ¢ R
\\
You'll need these for the first few a. Make nametags for all the
students on your roster, but be
>  gure to have a few extra for
unexpected newcomers. Think
carefully about how yolt want to
° have them fastened. If you're
X ’ : using straight pins you may be
) . opeaning yourself up to' little
dueling matches and surprise
prlcks and pokes. 1f you are
using safety pins, be sure your
students can fasten them
rhemselves or you will
have to do it for them. Other
options are tdpe, or a length
of yarn to allow the nametags.
tc go over the- children's heads
. “and hane 2round their necks.

days of school.

23
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Activities for ﬁrocc,rlptlon 1

room and ready your supplies, use

® Activity 1 As 'you arrange your
Checklist 1.1, Room Readiness. )

# Activity 2 Keeping in mind

the trafficpatterns in your room.

the guidélines in the chart® above, test

a, Walk through each area as though you were. conducting instruction
.there. o
b. Now pretend yoo are a child. - Enter the room; move to a desk; get a

drink of water, etc

c. Rearrange’ any areas that mdy pose a problem.

@ Activity 3

procedures and information that you need to know in order

Checklist 1.2 consists of a series of questions regarding

to get the year

started smoothly, and to keep 1t that way. If you have taught at‘your,

school befora, you will know the answers to most of these questioms. If

you are new to the school, the admlnlstratlon has no doubt prov1ded the

answers to some of the ¢ questlons Obtain answers to the~remalnder from

an experxenced teacher at the school and from the offlce secretary or an

administrator,

>




!} CHECKLIST 1.1 J

B Clasifoom‘Readiness
. ‘*Notes
Subject Check When (Materials to acquire,
Complete things to do, etc.)

¢B.

Wall and Celling
Space

Floor Space

1. Student
desks/tables .

2. Group activity or
work areas

-3, Centers

4. Bookcases ..
5. Teacher's degk,
filing cabinet,

etc..

6. Pets and plants
area(s)

. Q
7. Traffic patterns

Storage Space and

Supplies ’

1. Everyday supplies

2. Everyday books and
other instructional

materials

3. Seldom—used
materials

4. Equipment
5. Teacher supplies

6. Nametags

N o

ol
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. \/ CHECKLIST l'va

Y

Essential Questions for the First Few Weeks

(o8]

10.

Question

Check

Notes

Do vou have keys tc the
buiiding and to the
classroom?

What furniture is gvailable
for your xoovm? :

What are the "school rules"
for students? ;

Are aides available and if
so on what schedule?

What are the procedures for
obtaining classroom books
and for checking them out to
the students?

What expendable supplies are

‘available and what are the

procedures for obtaining
them? ‘

"What audio-visual materials

and “equipment are available
and what are the ‘procedures
for obtaining them?

+
What is the required
paperwork for the first day
of school, for everyday
attendance, )

for the lunch program?

Wwhat is the procedure for
the arrival of students on
the first day of school;

for every day after that? -

5

What .is your class' rocter;
do you have any special ed.
or resource students?

Do they, or any other
children, leave wour room
during the day?

If 50, what are their
schedules?

23




CHECKLIST 1.2 (cont.)

Essential Questions for the First Few Weeks

Question . { Check | °  Notes

‘1l. What time will your class
have music, )
recess,

P.E., .
lunéh, .
or go to the library?

12, Wilil there be any
assemblies the first day
or first week? (It's nice
not:to be surprised by the

“announcement in the middle
of some lesson.)

13. How do ¢hildren leave at
the end of the day?
Do you have any bus riders
. "~ and do they leave early?

14, What are your school's

policies about corporal

punishment, suspension,

"~ and keeping children after
school, either for makeup
work or detention?

Do parents need to be
notified?

T

a 15, What is the procedure: for
’ ! making dittos? -

16. How do you get the
principal's or office's
assistance for _
emergencies, illness, or
discipline problems?

17. What policies or
procedures should be
followed 1if a parent
requests that a child
leave the school during
the clasg day?
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CHECKLIST 1.2 (cont.)

Essential Questions for the First Few Weeks

Question

Check

Notes

+

18.

19.

20

21.

22,

23.

When- 1s the principal
available, and about what
does he want to be
consulted?

When is the sthool nurse
available and what are
appropriate reasons for
making a referral?

..Is a counselor available, and:

what types of referrals does
he/she want?

What resources are avallable

in the district for help in

diagnosing or working with

children with severe learning
‘or behavior problems?

3

What janitorial services are
available for your room, and
what can you do if they are
inadequate? '

List ‘other questions which
occur to you

250 1)
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————————————Prescription-2 - PLANNING RULES & PROCEDURES

Decide befotewithe _year begins what behaviors are

acceptable or 'ﬁﬁﬁaéeptable in your classroom. Then
. 3

think about what procedures students must follow. in

order to participate iniflass activities, to learn, and

to function effectively 1in a school environment.

Develop-a list -of these rules and procedures.

Rationale

Your classroom probably will contain. 25 to 30 children, eéch one
expecting you to give them direét?én and guidance about ptoceeres‘and:
rules. Children readilybéccept the .idea of having a uniform set of rules
and procedures, because 1t simplifies their task of succeeding in school.
Efficienp procedures. and workable rules allow a- great v#riety of
activities to take place during a school day, and ofteh several

{

activities at a given time, with a minimum of confusion and wasted time.

There will be ‘less opportunity for various kinds of disfuptive ‘and

‘interfering behavior, énd consequently vou will have: time for

instructional activities. If no riles: and procedurés arelgstéblisheg,
you and your children will @dste‘much‘of your time getting @rganized for
each acti;i;y; Also;-undesirable work Habiﬁs.and'behaviory(mighﬁ'become
established which will be hard to correct: ' f o |

Alcthough sdme teachers want their students to.{khare in the
respbnsibiLity of deciding\ upon yclass rules, 1t 1is, dltimately, the
teacher's task to make certain that the set of rules and procedures 1is

adequate ‘and approPriate. "If rules and pfoCedures are constantly being

revised, or if they are not followed properly, then yod.and your students

3 i

!




will experience conLiderable frustration from interrupted tasks, lost

time, and the interference of continually adapting to modified rules and

!

rocedures. ‘If, on the other hand, you establish a workable system, the
p b 3

year's progress will be much smoother.
. . I

F

Procedures | | |

Followidg ig a list of areaékfor which you may need to establish
pfocédures. Includgd'in this.lisﬁ are questions to ask you:selanbout
each area and some Proceduresjused by effective teachers. This list is®

not exhaustive, nor are all suggestions appropriate for all grades., This
list will best serve as a reminder of the many areas encountered by

students in which they will want to know how to perform successfully.

! Things to Ask Yourself : Suggestions

I. PROCEDURES FOR STUDENT USE OF CLASSROOM SPACE AND FACTLITIES

A. Student Desks/Tables and Student- Storage Space

o 1. What standards do you want to Some teachers set aside a
establish about student upkeep .particular period of time each week
of desks and storage areas? " for’ students®to clean out their
: desks; others suggest this be done
. ' everyday.

Ny

If Students must use tote trays It 1is probably a good idea to limit

for materials, what rules do ‘the nimber of times a student can
you need to establlsh o go to his/her tote tray, and the
concerning when and how these = number of stUdents allowed at the
areas are to be used? trays at any time. '
3. What rules do you wish to have You may want to demonstrate how to
» regarding pLacement and usage use and store chairs under desks,
- of desk chairs? " as well as how to sit correctly in
chairs. .

‘
3

B. Learning Centers/Stations

)

1. How many students are you - '~ Some centers may be appropriate for
limiting to each area? = several students while others will
' ' accomodate only one or two
students.
2. What student responsibilities In some cases a student may be able
will you require for the proper to handle his own material, quite
» car® of mater1als/act1v1t1es in easily. In a center with more than:
each area? one student, it may be helpful to -

have a rotating monitor to be in
charge of materials and equipment.

J &,

ot

o \ 28
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Things to Ask Yourself

' Suggestions

PROCEDURES,FOR STUDENT USE OF CLASSROOM SPACE AND FACILITIES (Cont )

ERIC .

Aruitoxt provided by Eic:

What standards of behavior will

you set for each area?

.. What conditions do you want to

place on student use of centers
(e.g., when all 'work is
finished; with other students
in the same readlng grdup,

etc. )7

Shared Materials, Bookshelves,
Drawers, and Cabinets

responsibilities do you
students to have in taking
of these items and keeping .
in their proper places?

What
want
care
them-

What rules do -you need to

establish conc¢erning when and
how these areas are to be used?

Teécher's Desk and Storage Areas

What conditions do you want to
establish about students' use

and contacts with your desk and .
" storage areas?

°

Drinking Fountain, Sink, Pencil

Sharpener, and Bathrooms (if in

"room)

How many students do you wish
to limit to these areas at any
given time? , |
What rules do ypu need to
establish concerning when and
how these areas, K are to be
used?

2

Some teachers allow some quiet

vtalklng if it does not bother the

rest of the students (as when a
game is being played).

You may wish to make ‘some centers
contingent upon’ turning in
completed work (a reward).

Most teachers label and point out
to students materials and storage
spaces which are available for them
to use. Some teachers appoint a
helper to make sure materials are
returned to their proper places
after being used.

Y0u may wish to tell students that
certain materials may be used ‘
anytime, while others may be used

" only when you give permission.

©

Some teachers tell students that

they will not, bother the® students'
desks and the students should not
bother the teacher's desk, except
when specific permission is given.

Most teachers prefer not to have
lines waiting.at any of these
locations except in rare instances,
since trouble may arise and time-1is
wasLﬂd k '
Some teachers allow students to use
these facilities at any time except
when they are teaching a lesson.
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"7 Suggestions

., Things to Ask Yourself

PROCEDURES FOR STUDENT USE OF CLASSROOM SPACE AND FACILITIES (cont.)

What cleanliness standards do
you wish to set for each ‘area?

Rules for the bathroom, especially,
will need to be clearly specified.
A system should be established to
let a.student know If the bathroom
is occupied (e.g., a sign on the
door with a green light and a red
light;.a system for knocking
quietly but firmly twoé times,
etc.).

IE cleanliness becomes a problem,
you may need to establish a monitor
system to check to see 1f students
are keeping Lhe bathrooms clean.

IT.

. Out-of-Class Bathrooms, Drinking

PROCEDURES CONCERNING OTHER AREAS OF THE SCHOOL

Office, Library,
Health Rood,

Fountains,
Resource Rooms,

etc.

When and how do you wish

students to have access to
these areas?

How will y0u'monitof the number
of students using these areas
at ‘any time?

What student behavior standards
will you require while using
these areas and wpile én route
to and from them?

Students Llnxng up to Leave the

Room

(": :.
What procedurgs will you

_establish for students to line

up?

o

A hall &8s system may be

,estab11§hed to monitor the number

of students out of the room and to

~ let students know if they may leave

or not. A bathroom hall pass for:
boys and girls may be hung next to
the hall door, to be placed.around
the neck or carried by the student
en route 'to the bathroom. A
similar’ pass system could be used

_tlme 11m1t established for when and.

how long it could be used.

If there are no school rules
dealing with hall, ]1brary, ,
resource room, etc., behaviors,
will wanft to set standards. If
there are school rules,; they will

need to be reviewed and enforced.
. '). ’ .

you

You will need to decide how yoe
plan to have students line up to go
from your room to the playground
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_Things to Ask Yourself

Suggestions

II. PROCEDURES CONCERNING OTHER AREAS OF THE SCHOOL (cont.)

2. Do you expect areas to be clean
~and materials put away before
students ,line up?

3. Do you wish students to be
.still and/or silent before
lining up? ‘

4. -Have you considered - all 'the
factors which enter into a
student's ability to line up
and move appropriately? (i.e.,
Where should hands, eyes, feet
be?) S

C. Playground

. . M
1. What standards do you wish to .
establish regarding ‘coming and
going to the playground? -

.2 What safety and maintenance
rules should be made concerning
any equipment (e.g., swings,
slides, monkey bars, ‘bats,
balls, etc.)?
‘ s /
3. What signals will you use to
get students' attention to ‘get
.lined up or listen to you?;

i

D. Lunchroom

1. Again, what standards will you
have for coming and going?’

2. What rules:should you sef’
concerning-~table manners:
behavior, noise level?

lunchroom.

i

(and lother locations in the
school): Some techniques .used
include separate lines for boys and
girls, boy/girl/boy/girl, quietest
tables first, quietest individuals~
first, etc. You may also want to -
havi line leaders.

Some teachers find it necessary to
.specify exactly where hands, eyes,

feet, etc., should be while in
line. Some teachers have students
cldsp their hands behind their
backs, others have students keep
their hands down at their sides.

Y
a

Yoéu will want to establish rules

. about when the students break out

of the-line, how you ‘are to get
thelir attention to line back up
(use a signal such as whistle or a
raised hand), and how long is a

reasonable time for them to get
. lined up.

If you plan/ to play a
game on the playground, announce

 this prior to leaving the room,
‘telling students where they should

go once out on the playground,

If you are planning (or have) to
sit with the gtudents, decide ahead
of time who will get to sit by you,
that is, will this be random, a

"reward, or assigned seats.

Some schools have special awards or
contests  for behavior in the

If your stldents are
too noisy or misbehave a lot, you
may wish to establish a reward
system for good behavior, or
include ‘lunchroom behavior as part
of your in-class reward system.

31
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Things to Ask Yourself

Suggeutions

Student Participation in Class

Discussions

How and when do you wish
students to.address questions
and responses? '

N

<&

Cues or Signals for Getting

Studénts' Attention

A'Y

whole group attention?

‘What signal will you use to get -

32

III. PROCEDURES DURING. WHOLE CLASS ACTIVITIES AND SEATWORK

Many teachers require students to
raise their hands and be called on
before speaking during whole class
activities. These teachers do not

“allow "call outs' (studénts calling

out angwers, questions, oOr
comments) or ''come ups'' (students
going up to the teacher to ask a
question). . The important thing is -
to be consistent,if this is ‘'your
procedure.

A cue 1s a signal,or sign that ‘
students should stop or start some
behavior. Cues aré common in
everyday life and effective in
managing behavjior. Everyday
examples are traffic lights, signs,"

‘and timer bells. Compmon cues or

signals used by teachers include

" posted rules, a bell, a Eimer, a’

whistle, a finger raised to the
lips, a phrase such as '"'Eyes on
me," turning off the lights, .
standing at a certain locdtion in
the room té signal attention, a
daily schedule, a red/green sign
hung on a bathroom door, and a
raised hand.’' To use cues
effectively, you must plan to teach
the children to ‘respond - '
appropriately to the cue. _For
example, you may wish to use a bell
as a signal for the children to
stop wihrat they are doing and look
at you. It is important to use the
cue consistently and require
appropriate behavior following its
use.

9

Jy
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Thfngs to Ask Yourself

Suggestions " o

PROCEDURESvDURING WHOLE CLASS ACTIVITIES AND SEATWORK (cont.)

Talk Amoﬁg Stadents

What'specifically do you exbect

and desire concerning noise

[

level?

> 1

.

What cue or sgignal will you use
to let students know the noise

level 1s unacceptable?

What procedures do you wish to,
establish for students working

togethe17

.

Making Assignments

What method will you use to
inform studerts as té& what

their assignments are?

When and how willvyou give

instructions for assignments?

i

What method will you use to
monitor progress being made on

assignments?

Q

33

‘difference between "silence

¢

One caacher explained and
demonstrated td her students the.

" (no
talking, no noise at all) and

"quiet" (very soft whispering).
Students were told that if they did
not maintain 'quiet" when-

requested, this "privilege' would .
be taken away. Thed she carefully .,
enforced these procedures. '
"'Silence'" was used primarily during’
teather presentations while ''quiet'
was used during seatwork,” art
projects, and other times when a
little whispering was not really :
disruptive. :

-

Many teachers write the daily
aSSLgnments on the chalkboard
listed by the' reading groups.
These are discussed at the .
beginning o the day or  just prior
to-the time allotted for working on
them. If additional instructions .
are needed, .they are.usually given
in readlng group. /

/

®

Other teachers use/individual
assignment sheetg, placed in a
folder or notebgdk for each
student. This, requires much more
time" for the (feacher, but can be
rewarding for the students, when
allowed to.check off or color in a
square when an assignment is
finished: . _ .

“With yéry young students and poor

readgfs, a cbde system can be used,
with symbols for the materials to
be used such as the reading
orkbook, math book, etc. These’
can belpOSted by reading groups
with color names and using colored
chalk on the chalkboard.
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B Suggestions

ITI. PROCEDUQ&S DURING WHOLE CLASS‘ACTiVITIES AND SEATWORK (cont.)

Vo

Passing Out Bogks, Supplies.

What can the students be doing
while books are being checked
out?

What types of materials will
need to be passed out daily,
weekly, monthly, etc.?

Which materials and supplies
can be passed out by a student

monitor?

When 1is the best:time to pass’
out materials?

Students Turning-in Work

' What assignments will.you have

students pass in directly to
you?

What procedures will you have
for students to turn 1in

34

Teachers may check on student
progress when .they come to readlng
group, and they may circulate
through the class between reading
groups, checking to see 1f students,
are having problems or are gooflng.

of £.

It is wise to spend as little time
as possible in passing out books
and supplies. Many teachers have a
student monitor pass out materials,
‘such as spelling papers, during the
opening activities. Graded papers
can also be handed back in this
way. T1f-there are materials that
you must hand out just before they
are used, you -can.probably begin
your explanation of the activity
while paSSLng out the supplies.

Long breaks for passing out
materials often lead to
misbehavior, so careful plannlng is
crucial to prevent chaos.

Checking out books at the beginning
of the school year is -
time-consuming and potentially
chaotic. Make sure all students
have something specific and fairly’

“interesting to do while you.handle -

this chore. '"Coloring a picture"
is usually not specific or

interesting enough. You may want
to give a puzzle or math sheet.or
game to be done during this time.

’

Many teachers have a set of shelves
or plastic vegetable bins which are
labeled by subject Students are
supposed to turn in assignments to
these shelves when they are
finished. The teachler removes the

3o
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Thlnga to Ask Yourself

Suggeations

ITI.

g
PROCEDURES DﬂRING WHOLE CLASS ACTIVITIES AND SEATWORK (cont.)

assignments while you are
involved in reading group or
. other area?

G. Handing Back A581gnments ‘to
Students

1. How quickly do you plan to
feturq graded or checked work?

2. What procedures will you use
for returning work to the

students?’

“~H. Makeup Work . . N

1. How do you plan to ’
success fully.monitor who misses
what instruction on any given.
day?

2. How and when do you plan to
' have makeup work completed?

h ‘

papers everyday to make a check on’
whoj is not turning in all work.
Tth can even be dofie durlng the
day, so as to give extra time to

fiﬁish when needed.

Other teachers use a folder (often
a stapled and,labeled book cover)
for each child. Students place
thé;r papers in this folder ahd it
is 1ooked at by the teacher every
day

It is important for students to
know how well they are doing in
their work; therefore, it 1is
important for the teacher to grade
and return papers to the student as
quickly as possible. This may mean
handing back papers the first thing
every morning before the students
arrive, handlng back the papers’
during a class act1v1ty, or. g1v1ng
them back 1nd1v1dua11y or durlng a
group activity. A monitor may be
used for this purpose, but the
teacher can make individusal
comments to students ifi s/he gives
the papers back individually.

&
Once you have decided how you will
monitor student progress in :
completing work, you should set up
your system and follow it
consistently. You should also have
a plan for accepting late work and
a place for it t§¢be turned, in.
For older childrén,
probbably want .to have past
assignments posted somewhere,

you will

SO

_that they may find out what they -

35

missed and make arrangements °to
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Things to Ask Youtrself

Q‘

I11. PROCEDURES DURING WHOLE CLASS ACTIVITIES AND SEATWORK (cont.)

make it up. If you do not wish to

I. Out-of-seat Policies
' |
\
For what purposes is it all |
right for students-to leave
their seats during seatwork and

whole class activities?

A

J. What to. do When Seatwork 1is
Finished )

1. What activities are acceptable
to do when all work 1is
finished? :

2. What procedures will you need
for the use of any materialsg?

3. How many students can be
involved together in these
activities? »

4
i -

USe up chalkboard space, you could
write the daily assignments that
should be made up on a list and

_post it on a bulletin board or

cabinet’ door where -studénts can
find it without bothering you-

, €
<

This mainly refers to bathroom,
water fountain, and pencil
sharpener, but may include going, to
the shelf to get a book to read, or
going to the bulletin board to read
the lunch menu. Stress what are
acceptable times to be Z
out~of~-seat.

a

Lf you have games, puzzles, etc.,
for students' use when their work
is finished, establish step-by-step
rules and procedures for their use.
In particular, you will want to
establish what must be done prior
to this patticipation and how you
will monitor correct usage.

I1V. PROCEDURES DURING READING GROUPS,

OTHER SMALL.GROUPS

=Y

A. Students' Movement Into and Out

of Group

/ 1. What procedures, rules, .and
teacher signals (cues) do you
need to "spell out' regarding
movement to and from small
groups?

2. What special procedures will be
needed for informing students

5 I

'o\ \
Youtwill want these transitions to
group to be brief, quiet, and with
as little.disr&ption to other class
members as possible. Establish
high expectations,” indicating to
the students that their time at
school is short and there 1s so
much to learn; hence, they need to




Things to Ask Yourself Suggestions
: 4

IV. PROCEDURES DURING READING GROUPS, OTHER SMALL GROUPS (cont )

who must leave the room as ‘to "waste as little time as possible;
when they should leave? .
Some teachers use a timeér to cue

<

3. , What should be done with them and their students when it is
materials and activities used time for a new group. Others may

prior to coming to group? use a bell to signal the beginning
. of a new group. This works
particularly well when there is an
established order for reading
groups and students know what they
are supposed to-be doing at all

! o times.
- B. Bringing Materials to the .
Group '

1. " What materials or supplies If you post the assignments by
should students brlng or not . grOups you may want to note also -
brlng to group? o "what materials will be needed for

o reading group- This can be

2. How will you explain this mentioned when assignments are

beforehand? : being discussed and will serve as a

reminder to students as to what
: , . they should bring if they forget.
C. Expected Behavior 'of Students : :

in Small Group - o . .
, : ..
How and when do y0u wish _ If you require students to raise
students to -addrless questlons their hands to ask questions, etc.,
and responses? I ) in whole class activities, .you Wlll‘
: ~ probably want to maintain this rule
s ' , in small group activities as well,

to maintain consistency.
.~ D. Expected Behavior of Students s ..
' Not °in the 8Small Group

1. What activities will the rest _ Instructions for activities and

- of the class members do that assignments of students not in
will minimize their need for small group should be carefully
you and yet will keep them as ~ explained and any questions . . -
productlvely busy’ as possible? answered prior to beginmning thé

. small group. .If this is ‘done,
2. What spec1f1ca11y do you expect . students will not need to bother

°, and desire concerning noise . you while you are with your small
level and student "access to group. If there seems to be
you? ¢ confusion, you may wish to plan to
% h o o ) 3 ’
o - T : i

luwl
=
o
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Suggestiohé

Things to Ask Yourself

PROCEDURES DURING READING GROUPS, OTHER SMALL GROUPS (cont.)

Iv.

3. How will you communicafe your spend some time between groups
behavior wishes and standards reinforcing instructions and
clearly to the -students outside helping.individuals. Students can
your small group? be ‘told to go on to the next

' assignment if there is a problem.

Or you may want to appoint a

monitor from each group to answer

questions while you are in group.

s Permission to interrupt -you might
then be given only to the monitors

- -~ 5+ and only for times when your.

! -attention 1s absolutely necessary.

V. OTHER PROCEDURES THAT MUST BE .DECIDED UPON

* K. Beginning the ScRool Day

1. What routines do you plan to " Many teachers begin the day with
establish for opening each and certain social items such as a
every school day? riddle  for the day, discussion of |,

° ‘the day's lunch menu, the Pledge of

2. What constraints (e.g., Allegiance, date and birthdays,
students coming in late) will discussion of TV shows, etc. 1In
affect these routines? many cases this gives the students

. ' a chance to get some of their
.chatter out of the way prior to
settling down for serious work.

This also gives late students a
chance to come in and ‘not miss the
“instructions for assignments. This-
may also be a good time to hand

back graded papers :and post or
mention especially good ones.

B. End of School Day ° .

1. What routines do you plan to These routines may include feeding
establish for ending each and the fish, straightening
every school day? bookshelves, clearing off desks,

_ ' , ‘ quick summary of the day's
2. What constraints (e.g-, important lesson, instructions for

students leaving early to catch

‘the bus) will affect these

routines? c e

38

homework, or stacking chairs on the
desks. If.you have children who
leave early for the bus, you may
want to do oné or two things before
they leave and several more after
they leave, so that the remaining

~
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C.

Things to Ask Yourself

Suggestions

OTHER PROCEDURES THAT MUST BE DECIDED UPON (cont.)

.

Student Conduct During
Interruptions and Delays

What general rules could you
set in the event of such
occurrences?

_What ''quickie'' games or songs.

could you come up with when the

" movement to school assembly or

other activity is delayed?

Fire Drills,‘Civil Defense
Drills, and Natural Disaster

Precautions
(LfrECeuL1one

&

Have you familiarized yourself
with school policies and
routines concerning these
things?

Have you considered how and
when to teach and practice
these with students?

3

[3 {0

Housekeeping and Student Helpers

What student helpers will you.
need? '

-39

‘students are not sitting without
anything to do. Planning ahead for
the end of the day guards against
hurried closings, lost papers, and
a feeling of confusion and chaos.

If delays or interrdptions occur
while students-are working, they
should be reguired to go on working
with no disruption. If you are in

the middle of a lesson- and a

visitor appears, or the phone

-rings, students should be told to

be courteous and patient and that
you will return to them as quickly
as possible. If you will be

‘detained very long, give the

students something to :do, even 1if
it is only to have a student read a
story, or let the students play a
game they know well.

Red

While. you may wish to wait a few -
weeks to teach this to your .
students, you should not wait dntil
you know a drill is about. to occgur.
It is better to teach these
procedures ahead of time and review
them just prior to the first
occasion of a drill. This 1is '
especially true 'of young students,
since they,have not had many ’
experiencé¥ with drills and may not
understand that these are only for
practice now, but may be for real
later. on.

Teachers often use students to help
with such chores as €rasing the
chalkboard, passing out materials -
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Things to Ask Yourself V o ‘ Suggestioné

V. OTHER PROCEDURES THAT MUST BE DECIDED UPON (cont.)

2. What system will you set up for and supplies, carrying messages to
choosing them? the office, watering the plants,

» ' feeding the animals, etc. Students

3. What'standards will you set for are also chosen to be line leaders

the carrying out of each job? and bathroom monitors. Some
‘ , teachers reserve some of these
4. What will be the consequence chores for especially good
for not handling the job ' students, such as those jobs
“appropriately? requiring passing in ‘the halls

(e. 8- , messenger).

Many teachers have a chart or
bulletin board with slots.for the
. names of :students: currently serv1ng
. " as monltors or helpers A card is
" then made  for each thld with
hls/her name and this card is
‘placed into the approPrlaue -slot
when that child is monitor. Some
teachers ask for volunteers for
. each job, others appoint students
N ' . on a rotating basis’ = This is
usually done at the‘%eginning of
each week and the appointments last
one week. ‘

Rules
You will want to have a set of rules regarding behavior ~in your
classroom. Usually, these”rules are posted in some highly visible place.

P ) . s .. . 3
Teachers have rules governing behaviors not covered in their procedures

- or that they feel strongly about. The function of the “rule is to prevent

the behavior (or encourage it, if it is a positively 'stated rule) by
clearly stating the - expectatlon and u51ng it as a cue or signal. Rules
may be general guidelines for school or classroom behavior (e.g., Respect

yourself. Respect others. Respect your school.) or they may cover

_specific procedures that §0u feel 'strongly ‘about (e.g., Raise your hand

before speaking.). \ : .
You willfprobably want to choose three to six rules that will govern
behavior in your classroom, in addition to your system of procedures. It

is a good idea to state some of your rules positively, indicating what is

40
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Aruitoxt provided by Eic:

RIC

e ?’,,.« N

Ty
7
2,

appropriate behavior.
behaviors
genérél guidelines
Qill need to teac

how to do 1t in your

"Respect others" includes

name-calling, etc. General

behaviors can be encompassed-

t—-. arg not explained,
. are not acceptable

It  should be

probably cannot) cover all aspects of behavior in your classroom.

rules and procedures will be

to focus . students'

“prever;
that you just don't want
that do not ‘have .an
the children what this means
clas§room.

such

emphas&zed~—thae~myour

attentidh on and.

don't be

shy about prohibiting some
to live -with.. If your rules are
obvious ‘behavioral referent, you

to you, and specifically

Students may be told that fh€;fule

things as no hitting, no tattlinéj' no

rules offer more flexibility, in that most

in a few general rules. However, 1if they

'students will not know exactly what behaviors are and

in your classroom.

need _ _not (and.

.posted . .xules

Other

needed. However, the posted set allows you

create "a strong expectation about

those tthgs which are really 1mportant to you

The following 1lSt

elementary school

considerations which should go into the selection of these rules.

this list is not exhaustiVe

classrooms

includes several of the frequently used rules Ain

The comments describe some -of the
Again,
nor are these rules written' in stone. " This

list 1nc1udes examples of the thlngs to think about when presentlng rules

to students.

Rule

Q

l. "Be polite and helpful

.

“the rule to have meaning,
‘be given examples.

2.

Take care of "your
school

3.

Comment
This may be worded in various ways (e.g., be
considerate of others; be courteous). For

the children must
They must know what
things to do that .are polite»and.helpfdl——in
dealing with adults and with each other.

This is another very general rule that the
teacher must think through before using.
this rule the teacher might also want to
include such positive things as picking up
trash in the halls or on the school grounds,
returning llbrary books on time, and/or such
negatively stated things as not marking on
walls, desks, or school -books. Whatever
detailed behavigr that 1is expected within
this rule, the teacher must be sure to
discuss and follow up with the class.

In

!
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Rule . .Comment- '
3. Behave in the . ‘ If this rule is to be included, the teacher
caféteria o must define and describe to the children

exactly what kinds of behavior are expected.
This will overlap with such things as how to
- -line up; how to walk in line, and how to
/ : talk quietly. Specific details such as
' " where ta go to buy lunches and/or milk,
vhere to sit, when and where Lo take empty
> trays, and what to do after the trays are
returned will need to be clarified before
- leaving the classroom for lunch the Elrst

. - ° day
s Do uothit; sirove, ot This—may—be—a—schoot—rule—or—it-may address .
hurt others a problem the teacher has found prevalent.

The teacher will need to define what, in her
judgment, constitutes hurting ‘others. Also,
the Leacher must decide what steps will be
.taken to help prevent these behaviors from

_'Gtcurrlng and to deal w1th children who have
'behavea in these ways. (See’ Consequences S
section in Prescription 3.)

5. Keep the bathroom Here the teacher might establish a list of
clean ' do's and.don'ts pertaining to bathroom
R ‘ ° " behaviors. Assigning bathroom monitors with
, ' speclific responsibilities can be helpful. -

Teacher D's brief discussion of bathroom
. . responsibilities gives an indlcation of some
’ things to address her

Activities for Prescription 2
& Activity 1 Read Case Studies C and D 'describing the procedures used
by two excellent third grade .teachers. These case studies illustrate

only some. of the rules and procedures taught in these classrooms.

Several .Jgeks are wusually requiredv_before' most of the rules and 
p%ocedure%ﬂ‘mré taughr, because as new activities and materials are
inrroducedé new procedures éccompénying them will be necessary. - The
purpose of the case studies is to illustrate some frequently observed
.rules and procedures along with successful- strategies for.teaching them.

You should note that although the teachers had different approaches to

inLrodUCing their fFirst- day rules they both began. with rules .and
procedures that were to be put into use immediaLely. They also described
any abstract words in concrete terms and checked to be certain that :

students understood the reasons for the rules. ‘ -~

) : r‘.}‘ o | 4é4{‘)
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Aruitoxt provided by Eic:

# Activity .2 Make a list of ;procedures, that your students must
follow if your classroom is to run efficiently. Use_Checklist 2.1, on
the blue pages following this activity, to record your plaes Decide’
what cues you want to use and add them to your list of procedures to
teach your class. "

# Activity 3 If y0u are new to your school, become familiar with the"
school rules, 1if any Many schools have nules which gcvern'coﬁduct in
hallways, on school grounds, in the lunch room, etc. In addition, the
schcol rules may include certain aspects of classroom behavior,
prohibiting, for example,‘fighting, profanlty, etc. You should plan‘to
include a discussion of these rules im y0ur first day's lesson plan.

# Activity 4 Make a list of the rules regardlng student behavior in
yoUr classroom. (You might find it helpfdi'to re~read the:case studies

and the list: 'of rules dlSCUSSed earller 1n th1s prescrlptlon ) Becalse

it is Very 1mportant to -enforce these rqles conslstently in order to.

maintain your credlbllity, choose your Ttules carefully keeping 1in mind
how you will enforce them. -Also, keep in mind the fact that you can add
rules later if you need to. Make notes regarding any- specific
definttions end behaviors you want to stress.for each rule.

# Activity 5 Have a conference with one or more teachers at or near

your assigned grade level at your school. Choose one with a reputation
_ . . o

for good management skills. If you don't know whom to choose, ask
g severél ‘teachers or the principal for nominations. The t0pic of the

conference shouwld be what kinds of behavior to expect frOm your  student’s.

You sh0u1d also find out what rules and major procedures the teacher
emphaSlZESp Even if you .have tacght-this gréde 1eve1 before or have had
student teaching experience at tﬁis grade level, don't assume that you
can pre?}ct.wﬁat will cccur. .Schools, the1r administration, teachers,
children, and. the neighborhoods they serve, can be very diverse. Like~

wise, 1if y0u “are working at a new grade level, your expectations for

student behav1or may not be entirely realistic.




'1.

Some questions that will provide wuseful information are listed

below, . : : Co.

What kinds of behavior: are typlcal on the first few days7 Are there
any special problems to look out for? N
What rules and’ procedures are impor;ant to establish?

What,. can be expected regarding the children's initial level of knowl-

. edge and skill in the major areas? What kind "of range is likely?

For example, are there likely to be non-readers (if you don't ‘already
have information on children from the .preceding year's ‘teachers)?

How many are likely to know their addition facts, etc.? |

“How,, cooperatlve ‘and approachable are parents? How does the teacher

usually contact them? ¢

¢

)




@~ CASE STUDY C |

Teachingy?rbcedures and Rules

After moast of the students have ‘entered the room on the first day,.

Teacher C has them gather on a rug next to the chalkboard. She praises
the students who come qplckly and quietly, . calling them by name.
Teacher C then asks the students, "How many can tell me what a rule is?"

Students begin giving rules such as No chewing gum or No fighting.:

Teacher C aays, 'Those are all rules, but who can tell me why we have
rules?" A student answers, "To keep you out of frouble.," Teacher C

refers to & list of school rules postiéd on a bulletln board. She briefly

réads through these rules

Teacher C: '"One of these rules that we can start using right now
iz this one—-raising your hands and being called on before speaking. How
many. of you have learned ’ that xnule alxeady7" Chlldren s hands go up,
along with a few voices, which stop quickly when they raise their hands
along thh the rest. Teacher C: "“Oh, I can see by your hands that most
of you remember this rule well! And even those of you who'd forgotten
over ‘the summer caught on again right- away. That's good. Now, ‘can

anyone -tell me why your other teachers .and I ask you to raige yoidr hands

instead of calllng out?” Hands go up and. she calls on Tim, who says "So, ..

everybody won't talk all-at the same time. Teacher C: "That s right!
What would happen if everybody talked all at once?" She calls on Ann,

who says, ''There'd be too much noise. “Teacher C: ''Yes, way too much!

And I wouldn't be able to understand any of you. That would be
frustrating to you, too, wouldn't it?1" The children nod. '"So that's an
important rule for us to remember." )

Then . she says, "I'm going to. show you how to walk in the
classroom.'" Teacher C demonstrates by walkihg around - the circle of
children on the carpet. Then she asks Mary to show the class how they
are supposed to walk. She doesv it properly and Teacher C thanks herl

Teacher C calls on other volunteers to also demonstrate walking and
thanks each one. Teacher C then says, "This is how we carry our chair in
the room." She demonstrates, saying that by carrying the chair correctly
it would protect the students from running into things or tripping which
could cause them to get hurt. She says, "You are sxttlng gso nicely. I
won't have to show you how to do that. Teacher C calls on several
students to demonstrate the proper way to carry a chair, and thanks each
sLudentq. Teacher C says, ''Now let me show you how we open pages 1in our
books."” - She demonstrates the correct way to open and close books and
turn pages, saying that books will last longer if they are- taken care of
properly. Following this the teacher tells the students they can go to
.the bathroom wlthout asking, anytime she 1is not talking to the class as a

whole. She glves the rule, "Only one in the bathroom at-a time. She
tells them they may also sharpen their pencils or get “a dgiﬂk without ¢
asking but also one at a time. Teacher C then says, "You Tay talk’
quietly ‘among yourselves except when I am talking to the class. Are
there any . questlons7“ Several students make couments to which the
teacher 1lstens patlently She then hgg the students return to their

desks.

T
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-

" the girl says, "Don't run in the rdom.

the, quietly, and without asking me,.

Teacher C has the students do an act1v1ty ‘at their desks whlle she
takes care of some paperwork. | Several students use the . bathroom without
asking the teacher. She then - asks the students at one table to carry
their chairs over to the carpet and form a circle. They do so quietly
and correctly, Teacher C praises them for .a super job then has them
carry the chairs back to their desks. :She calls upon the other three

-tables to do the 'same and again praises’ them for correct behavior.

Teacher C then asks the students to return to the carpet sans
chairs where they will continue their discussion of rules. She tells the
students, "So far I am pleased with the way you have behaved.  We are
going to have a good year, I can tell. She asks the students if they

-remember the rules already discussed today. Someone mentions a school -

rule and the teacher acknowledges referring to the school rules posted on
a bulletin board. :She reads through these rules ,. letting the students
discuss the rationale for each one. The teacher reminds the, students
that their parents received a copy of these rules ,prior to the beginning
of school. ‘Teacher C asks the students what were the thlngs they.
discussed earlier about thls class:in particular. One student is called
on. and 'he nentlons the correct way to - carry - ‘a chair.. Teacher C thanks
hLm and writes on the. chalkboard, "Carry our chairs carefully to protect
us. She asks for other rules and several students raise their hands.
Teacher C says "I like the way you are raising your hand, James, Carol»
and Paul. She calls -on Jamie who volunteers, "Do not chew gum.'
Teacher C says that is a good rule and asks why students shouldn't chew
gum. ° She calls on students who give answers such as "You can't read”
well with gum in your mouth." Teacher C writes the rule on the board and
asks for an additional rule. She calls on a student with her hand up and
"  The teacher thanks the girl and
says, 'Very good.  That's,a part of our rule for walking correctly. Why
is that important?" Another student is called on who answers that when
you run you may bump into someone and knock him down. Teacher C
elaborates on this a 1itt1e and writes on the chalkboard, "Walk, don't
run, - in the classroom Teacher C then tells the .class, "So far I can

see that you are going to the restroom just as I want you to go, one at .a
1A

l)!j . - ;
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(-~ CASE STUDY D ' ;

Teaching Procedures and Rules
: o

Teacher: "Good morning. I am Mrs. D. I pronounce my name
. p Y

She gives two alternate mispronunciations and has the class practice the

correct way. She shares a riddle with the tlass and then tells the class

that -she is going to introduce them to their room. She points out a
closet, labeled 'Students' Closet.'" . She says that she moved all her
things to the closet next to 1t so tRat they could -have this all ro
themselves. Teacher D asks what goes 1in the. closet. Several say,
"Coats, jackets, lunchboxes.' She gives permission to those who brought
lunchboxes to put them in the closet, and several do. Teacher: "What
about my closet?"' Lisa says, 'We don't use yours." Teacher: "That's
right. I won't bother your things in your closet and'you won't bother my
things in my closet, What does 'mot bother' mean?"  Several answer,

"Leave alone."

. The teacher walks slowly up and down the rows as she talks. She
~asks them to put their things in their desks. James hands her a ‘small
plant. = Teacher:. 'Oh, thank .you, James.. How many know that I like
plantsg?"' Hands up all over the room. She takes 1it. and puté it with

" others 1n the room. ‘She tells them that this was her first_year teaching

third grade and that she 'had taught first grade before. She 'says that

now that she has introduced herself, she wants them each to tell who they
are and where they went to school last year,

. After the introduction&, the teacher says, "Let's take a few
minutes to talk about our room. Sometimes we will share activities with
Mrs. = , but we will be here most of the time. * She discusses the

calendar, summer and September birthdéys,' and. a large Happy Face the

children will sign later today. She discusses watching TV, saying the
students will watch from their desks, although those who can't see from
there will come watch from the rug. She says, "You may keep your same

seats tomorrow. . It is nice to be ‘able to sit by. friends, but what do -
friends do sometimes?" Sally says, "Talk." Teacher: '"Yes, sometimes
they talk .and disturb others." ' '

" Teacher moves to a bulletin board and tells them that one of the
neat things about third grade is that they will learn their "fimes' and

cursive writing and lots of other new things.

Valerie raises her hand and asks permission to pick something up

off the floor. Teacher: "I like the way you raiséd your hand. You may:

be new to the school, but you really know the rules:."

She points out Student "Mailboxes and explains -that they will be
used later in the year. She moves to the book rack to explain that these

books will have to be shared, so they have to be put back in the rack

when people finish with them. She goes to the divider and explains that
this is a divider between the  two rooms and that it is sometimes closed
and sometimes open. 'If you open it when it is supposed to be closed,

you will be looking into a room with 26 very surprised students and a
very surprised teacher.! : '
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After explaining that the .file cabinet is not to be opened, and
that the listening station will be explained later, she says, ”Thiéeis
the most important place. of all. What does it say?" Susan: "School
rules.'" Teacher: '"Right. These aré not 'just my rules, or Mr. s
rules or the rules for just .this .class. These are rules that are meant
for everyone in the school. They are school rules." Teacher explains

the rules and reads each one.

The first one says No loitering in the halls or on the ramps. She -

asks what "loiter" means.. Bev: ‘'Litter." Teacher: ''No, but it sounds
like that." Chris: 'Yell." Teacher: '"No." She gives the answer and

goes on to explain that when they are sent on errands to get things, 1if
they stopped and visited, stayed away too long and generally fooled
around, that would ‘be 101terfng and that 1s what this rule means. She

|

.says that they should get back as quickly as they can. Ed asks what the

ramps are. Teacher: '"That's a good questioh.'" She points out the ramps
on the outside of_the building.

Rulle 2 is Speak in a soft voice in the building. Teacher gives
examples of soft -and loud voices. The class laughs.

Rule '3 1is .Respect other 'peopie‘s space, body, and ~pro§erty.

Teacher asks what "space”'means:v‘quanf "People have their things."
~John: "Don't go in other people's desks." Teacher points out the area
that is Susan's space and says, ''Suppose someone is .on the floor working
and someone comes ovér; and messes up or stomps on their things. That

would be 1nvad1ng thelr,space "

N

'Teacher: "What 1is respécting a person's body?" Joe: 'No hig—-
ting." Several others volunteer, "Pinching, kicking, bltlng, etc.
Teacher:’ "That's right. You may not touch another person's body without
permission.. You may not touch- my body without permission. Qe exception
would be a love touch. You may touch me if it is a love touch and
sometimes I may give.you a love touch. If you don't want me to, just

tell me, because I want to respect your body."

Rule 4 is Follow instructions of adults in the bu11d1no . Teacher:

""This should say "all adults'." Teacher explains that if the custodian
gives °them  instructions they should follow those, too. Bev - asks
permission to go to the restroom. Teacher: "I like the way she asked

permission. This will be a good way to get into our bathroom rules. She
has the class stand at their desks and stretch, then goes to egach student
at his desk and asks how they will be eating lunch today. She instructs

-those with money to put it way in the back of their desks. Then "I want

to compllment Row 3 and Row 4 for being so quiet and for doing just what
I asked. : S

She starts an introdultion about bathroom ,rules. She says, '"Third
graders are bxg and they may go to the restroom when they want to without
having to ask permission, but there are some ruled we must follow: Try

not to go 1n the middle of an activity we are doing, but if you need to
go there are some important.things to remember. Fjirst, to be sure no oné
1s in there, knock three times. Like this /(demonstrates knocking

correctly), not like this (demonstrates too 'sofl) or this (demonstrates

T g a[;// .oy _
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smell." .

.
‘too loud). Just like this (again dermonstrates correct loudness). Next,
put your ear to the door, and If someone is in there ‘they will say 'Just

t

a -minute.' You have to put your ear to the door in order to hear if

.someone says 'Just a minute.' Third you must wait, but you do not wait

by the door. You wait right here." She goes to a spot in the room and
shows then where to stand. "If no one is in there you may ga in. Now,
fourth,” 1f you accidently walk in and someone is in there because you
didn't hear them.say,K just a minule, say, 'Excuse me,' and come and stand
out here. Shut the dodr;“bagk up, and wait. Fifth, do you rememBer our
rule about loitering? That means in the bathroom, too. TIf I find that
you are staylng too -long, I will have to come 1in and get .you. -Boys, 1t
might- be a 1little embarrassing 1if I "have to go in and get -you."
(Glggles. Teacher smiles.) "Sixth, now remember ‘to flush the toilet
after you have used it. Last year our restroom did not have a very good .

3

'

T snaps fingers. '"Eyes here. Ed, what do I mean when I say 'Eyes
hgre!'?" Ed says that means to look at her. Teacher: '"That's right.
James, let's listen. Thank you." She then explains that 'sometimes
accidents can't be helped and if they do happen that they should be
cleaned” up in order to keep .the restrooms clean. Ed needs to go, and

‘Teacher says, "All right, let's see if Ed follows the rules. He does..

Teacher explains -that they may see into the next room on their way to the
restroom but' they are not to- wave or ‘disrupt the others because that 1is
thelr space. ‘

Teacher then explains that when they come into the c¢lassroom in
the mornings they may have their choice of silence or whispering. She
says that when.she says 'silent" they are to stop their whisper choice
and be silent. Teacher: . "How are you to come into the room?" = Joe:
"Quietly.'" Teacher repeats and asks questions reviewing the rules. She-
asks Jimmy how they are to come into the* room: ”Sit and be quiet.'
Teacher: "What Aare your two choices for quiet?" % %Ron: © "Silent or

whisper." -Teacher shows the '¢lass the bell and tells them what it 1is

for. When she rings it just once, they are to freeze, zip their lips,
and look at her. She says that she will never ring it unless -it is to
tell them somethlng She explains that.it is a shortcut for her to get
their attention and would save-a lot. of tlme _(She demonstrates “this by
showing how long it would take to call everyone down.)  She rings the
bell and they freeze. She explains that. she won't ring it several times,

just once.. (Demonstrates) Teacher: '"Now let's see w1ggle worms. It's
0K, I'm telling you to." They -grin and wiggle in their chairs. Bell
signal--all. freeze. She compliments them on how well they did.

Now she explains the importance of pushing in the chairs~-so they
won't block the rows. . :

She goes on to a. writing acLiViLy, ahd later rings the-bell--all

freeze. "Eyes on me until I'm through," she says. Then she Says, "If
your whisper voice is. too loud it becomes a talking voice, and if it
becomes. a talking voice, we have to ‘take- away your quiet choices. Now,
let “me test your whlsper voices. She goes very qu1ck1y to each child

and gets very close to them and cups her hand over her ears to see. Each
child whispers to her: This takes onlykabout a minute and a half to get

R
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to each child. She says to the class, "Everyone knows how to whisper, so
there 1s no excuse 1if your whisper voice turns into a talking voice.'.
The children then go back to work quietly. A
Later she whispers to the class, 'Mrs. , the teacher next
door, thought we were gone, you ate being so quiet." Later she hits the ’
bell signal. She sdys, '"Two people did not freeze, zip, and look. Stay
with me until I am through. I .want to ask your. permission to look 1in n
your desks after school. This is your space and I need your permission
to look in there. I have a brand new black marking pencil, and I can use’
it to mark your things with your name 1f you don't mind my going in and .
‘ looking in your desks to-get your things. If you do not want me to lock
in yourtudesk, then please tell me, because I want to respect your"
space."
&
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Subjects Requiring Rules or Procedures for Student Behavior

<

: ‘/ CHECKLIST 2.1 ]/

o

]

Procedures ,
Subject = for Students Notes
I. Room Areas
A, Student desks/tables and
student storage area
B. Learning centers/stations
O
C. Shared materials, - i
=3 . N &
bookshelves, drawers, etc. g
D. Teacher's desk/ Storage
areas , .
E. Drinking fountain, sink,
bathroom, pencil - )
sharpener )
II. School Areas
A. Bathrooms, drinking &
fountains, office,
library, ectc.
B. Lining up procedures :
C. Playground N
o D. Lunchroom
Y 50




CHECKLIST 2.1 (cont.)

Subjects Requiring Rules or Procedures for Student Behavior

, Procedures
Subject . for Students : " Notes
I1I. Whole class activities/ ‘
. Seatwork
"' A. Student participation .
B. Cues or signals for ’
getting student "attention
C. Talk among students » .
w D. Making assignments -
) E. Passing out books,
"supplies
F. StudeﬁEs\tquing work .
G. Handing back assignments °
H. Makeup work :
I. Out-of-seat policies - D .
J. What fo do when seatwork ’ T = o
is finished ‘ ‘ e
S

Y-
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Subjects Requiring Rules or Procedures for Student Behavior

4

CHECKLIST 2.1 (cont.)

Subject

Procedures.
for Students

Notes

. LV Small'Group'Activitiesh

A.

Student movement into and

out of the group
Bringing materials to
group ’
Expected behavior of
students  in group

Expected behavior of
students not in group

V. Other Procedures

Beginning of school day
End of school day
Student conduct during
interruptions, delays,

etc.

Fire drills, etc.

Housekeeping and student
helpers
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Decide ahead of time the consequences of appropriate
. énd inappropriate behavior in your "classroom, and
- communicate these to your students. Then be sure to

follow tﬁrqugh' consisténtl&_,when a~ child behaves"
uéppropriately or inappropriately.

3

Ra‘tionale

.

In Prescription 2 you developed .a set of rules and procedures. You

now must decide on the consequences of observinglor Egiling'fo observe
those rules. - Wich a reasonable set of consequences, your children's
Yehavior will be‘\guided by yodr rules and procedufes; without
consequences, your syscem will soon break down and you will be forced to
spend large amounts of time dealing with deviant behavior:

Although children will often follow- a‘rdie or observe a ﬁrocedure
simply. because they are asked td do 'so, eventually (and somet imes
quickly) some incentive or reward 1s necessary to malncaln the child's
motivation. leew15e,.an unpleasant consequence f{or punlshment) will be

needed to deter violation of some rules. If you plan ahead of time what

rewards and punishments. you w1L1 use, and when yocu will use them, then,

you Jill be more confldent of yohr ability to control your classroom.

When you explain your rules and procedures, 1t is a good idea to indicate

-

the consequences--of those that are wmost important to your ‘over-all

management, because théb the students will know exactly what to expect.
% "

Your students will reali that you -"mean business," and they will have

some understanding of why éhey should behave appfopriately and why they
N € ‘

*,
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should avoid misbehaving. Finally, you must follow through consistently, -

using the appropriate rewards and punlshments Wiien you do this you will

establish your credlblllty and students will believe what you tell them.
\

If you do not intend to use some punlshment don't threaten the chlldren

{ ’ A

with 1it. If someone calls your bguff, you will Tose credibility and
forever after you will have problgﬁ; getting adequate coéperatioﬂ from
youri_students. Remember, carﬁ&%ng' out reasonable consequences in a
consistent manner is kinder “and more helpful to children than the confus-

ing inconsistency which results when consequences are not carried out:

Some Guldollnoo
_ As you think about consequences, here are some things to keep in
mind: : ” /////”/’

1. You don't need a special reward or deterrent for ever rule and
P every

procedure; Just those that you ‘want “to emphasize.
2. In most cdses, th%\consequence of not follow1ng a procedure correctly
should be to repeat it untll it is properly ‘done. Emph35141ng

. apprOPrlate and expected behav1ors often results in compllance

3. Not all children find the same things rewardlng, SO try to have some

variety 1in your repértoire (efg.,‘pbaise and approval, privgleges,
and'spéciél activities may each appeal to different children). -

4. As it is with reward, so it is with punishment: childreﬁ ‘do not all
‘find the same things punishing. - Tf you intend to punish; choose
something that child doesn'y like. For example, a note home may mean
1itt1e to a particular child, but keeplng him in from recess or P. E
until his &ofk is completed might deliver the message effectively.
Note, however, that if you have established a pafticularlsonsequence
for some rule violation, then ydu should stick with it. 0

5. Keep your system of consequences realiétic and simple. If you have
to - give good conducts checks to each cHild who has behaved
‘appropriately every 15 minutes, you'll be too busy using the system

to get anything else done.

6. Let the punlshment fit the crlme don't go overboérd‘ or. you'll have |

trouble Justlfylng it and you may be reluctant to use it. jAlso, make

certain your rewards and punlshments .are in line with your school and

.
t
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district policy. It may be ,against policy to schedule a party on
school time, or to keep a child after school if he/she rides a bus.:
R

suggestions - for rewards and
/

that some require little or no effort or/ advance

The following charts contain

/ punishments. Note
planning (e.g., a smile or a compliment), some require a moderate amount

of effort or planning (e.g., posting good work, using stars or happy face
- stickers),Aand'some require much effort or planning (e.g., a field trip
' " or a piqnicaq' During the first part of the year you should concentfate

i
on those incentives and deterrents that are easier to use and require

less of your time. ~You should avoid any system thatvwill place heavy
demands on ‘your instructional time or that will cause you to have
extensive individual contacts with certain children dufing élass time,
v the entire

because these will interfere. with your ability. to watch

class.

S
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EXAMPLES OF

THINGS MANY OR MOST STUDENTS ENJOY

AND THEREFORE' CAN. FUNCTION AS REWARDS’

Easy-No preparation,,.
Little effort required

o Caution-Much effort,
Some effort and planning or advance
preparation required information required

A smile

Telling a child what
you like about his/her
work : ’

A pat 8n,tHe back

A cheery note on an
assignment .

Going first to
lunch or recess or
leading the line

Being a teacher's aide
Best. table or row goes

to lunch or recess first

o

" A field trip, party,
. or other special,
group activity

A happy face or
star

A positive note to

parents "Tokens which students
can collect and ''cash
An individual award ° in" for privileges or

certificate special treats
A reward time for
games, ;free play,

" or favérite class
activi'ty

* Putting_a child's
name on a Superstar i
Jlist on the o, . : -
board :
Special art.activity
prizes—-such as pencils,
lerasers, etc.

!

i
Pass for Library .

Best table for the week
eats lunch outside or in
the room with the
teacher

erme ——

I
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EXAMPLES OF THINGS THAT WILL DETER MANY OR MOST STUDENTS

FROM UNDESIRABLE BEHAVIOR

°

Eaa{-No preparation,
e effort required -

Litt

Some effort and
preparation required

Caution-Much effort,
planning or advance
informztion required

Eye‘éontact
(maintain it until
the behavior stops)

Asking the student to
‘state the rule he/she
breaks

Telling a child to
stop the behavior

Being last in line or
waiting to go to

lunch or recess

Giving the child a

chance to change seats
if he feels tempted to o

‘misbehave

Telling a child what

you éxpect him/her to
be doing

A short conference
with the teacher

Staying after school

Loss of a privilege

A call to parents

Not being allowed to
play at recess

A negative note to
parents

Isolation in hall or
room

Being denied a regular
class treat (e.g., trip

to library, popcorn
party) '

1
. . A
Being denied a L
major class treat =~

such as a field trip

A trip to the

“principal's office

Corporal punishment

Behavior Modification
program

Behavior contract /

61
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EXAMPLE OF BEHAVIOR SYSTEM WHICH SERVES TO REWARD
© GOOD BEHAVIOR AND DETER INAPPROPRIATE BEHAVIOR
. ) f' i

v v

Sgi;t for .the Moon )

/

Each child's name/fis written on a small construction paper

spaceship. Theée space/ships are lined up at the bottom on a bulletin
board with a blue b%ckgrouhd and a few clouds. At the top of the
bulletin board is a 1érge round moon (greeﬁ cheese with a ‘face?) and the
title "Shoot for the Moon." The teacher explains that certain'bggaviofs
will result in ghe merm;ﬁt of “each spaceship closer and closer to the
moon. These behaviors +4nclude successful completion of assignments and
appropriate - classroom and out-of~classroom Wbehavior. For each
appropriate ’behavior, the spaceship will move one inch closer to the
moon. Likewise, for each "inapéfdpriate beﬁavior (misbehavgbr in the
lunchroom or on the - playground, or assignmgnt not compleFed), " the
spaceship will move away from the moon. Students who reach theLmoon will
be rewarded. For young students, the reward éan be simple: taking home
a larger coby of the spaceship which has. been laminated. For 'older
students, the reward can be a popcorn party or special privile e. After
‘reaching the moon, .the spaceship returns to the bottom of thé board to
begin again. The teacher may set a deadline for reaching the moon, if

i

there is a special goal at.the end of that time. ' /

While specific appropriate behavidrs to be rewarﬁed!'should .be
specified, the ‘teacher may. want to occasionally reward a student for
being especial}yvqyiet or helpful.- This can work well withis;udénts'who
are often in‘troublg and need to be rewarded often fot good behavior. - As
long as if is rea;onably équitable, students yill allow this type of

reward without feeling slighted. This system allows for concrete

.feedback on perfofmande, both behavioral and academic, and gives
N . !

N *
immediate as well as delayed rewards. '

X3
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Activities for Prescrlptlon 3 . | | o /
% Activity 1 ‘Read the followmg case stuclles on the yellow pages, which
describe the systems of rewards and deterrents used by three elementary
teachers. You will note that’ ‘the systems |vdry greatly 1in, chelr elémento
and i@ the year—long demandsfthey place uLo the teachers. None;heless,

all the 'teachers ‘were effective managers/. What 1is common,fto these

teachers is chat they all had a cons1ste4t set of responses (rewards and

deterrents) for the 'ch1lern s behav10r wand they followed through in

using the system conslscentl&

i ctlvlty@ ‘Read the lLst: of rewardsf/ and . punishments: (or deterrents)
and check those that you could use . ﬁ

4
s Activity | 3 Re~examine your set of class oom rules and procedures and
i
note, for ag many of them as you can, /

following or not followlng them. In/other words, what w1ll happen——what

will you dq-—lf a child follows or doesn t follow the varlous procedures

and rules. ﬁ Keep in mind the follo/Lng suggestlons

!

a. When you are: teachlng the chL%dren correct procedures your approval

i/

and e%couragemenc w1ll be vefy

; useful. In addition, privileges and
recogpltlon (e.g., stars) //ill help establish and maintain the
‘behavfiors. For example, vou/can give privileges (passing out papers,

goinj to lunch first, et 27 to the children at the table or in the

row yhich follows some djrgction best.

b. .Children who do not foyl w some procedure should repeat it until it

1s correctly performed; . Stress the expected., behavior, not .the .

3

incorrect behavior.

/ . ~ .

¢. Rules that prohibi7/ ehavior generally need a specific deterrent.
a

Thus, if you have /a /rule pfohlbiting hitting, pushing, or fighcing,

. . . -
you should have i4 mind what you will do when this occurs (&g~ no
recess or .one hour detention after school) Be certain that you tell

your students- Wh t will happen vhen the rule is violated. Then

follow through 7hen it happens!
terrent that is excessive in relation to the rule

d Dén't use a d
violation (e.éé, you wouldn't 'send a child to the principal for

speaking witfiout permission, instead the child would be asked to wait.

his/her turh).

‘ 63 b 4‘(

fhe corisequences to the students of .




.\)_

ERIC

A i Tex: provided by ERIC

{Cgy~ CASE STUDY E

Consequences——A Nearly Invisible System .

13

5

Teacher E's class functioned smoothly and productively with

evidence of only the subtlest, most inconspicuous consequences. The
teacher only occasionally rewarded individuals or groups with public com-
pliments. The teacher maintained a high level of student involvement

through Lnterestlng, well paced lessons and assignments with a high™ level
of student success, and prompt return and feedback to students regarding

their work. She dealt with inappropriate behavior by brief verbal
correction of individual students or ‘short private conferences with
individuals inside the classroom. Often she would simply mention what

the student should be doing -i1f all the rest of his/her work was finished.

Punishments she used were keeping a student in during recess or putting -a

student's de§k in the hall outside the door. Teacher E made extensive

use of telephone.contacts with parehts to inform them of their children's

progress, and particularly to identify when a student was slacking off

- 8he did this frequently during the first few months of the school year

with long-lasting "results.
a :

. (g~ CASE STUDY F

Comsequences-—A Moderate System °

’

The consequence system used by Teacher F .centered on weekly\

tre«ts, usually given on Fridays. Treats varied each week—~children were
allowed to play a game outdoors, have cookies, or do some unusually®
exciting activity. During the week the names of students who misbehaved
were listed on a special place on the chalkboard. A student whose name
was listed twice in a week was denied .the Friday treat. Other deterrents
used for individuals were making the student stand briefly out in the
hall and delaying dismissal of students not finished with their work or
necessary procedures.  Orther rewards included star badges or (occasion-
ally) special award certificates, pralse and compliments, and letting:
quietest groups line up firsct. : : 4

[
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" ™ cAsE sTUDY G

Consequances-—A Complex System
Teacher G wused a variety of strategies, some simple and some

elaborate, for encouraging appfropriate behavior in his third- grade class.
Throughout the year he used a system in which®the class as a whole earned

blue chips for good behavior and red chips for poor behavior. 1If the
monthly goal for total number of blue. chips was reached, the class was
rewarded ,with a treat or special privilege. Goals and rewards escalated

during the course of the year beglnnlng with a class party at the end of
the first month and culmlnatlng in a trip to Six Flags. During each ‘day
blue «chips were dropped 1into a container for various ‘appropriate
behaviors—~two for good behavior during the rtime a visitor was in the
room, ten for each satisfactory cleanup, one for each student who at cthe
end of the day had completed all of his or her contract work, %and:- so on.
Red chips were dropped into another container for excessive noise, rrash-

- 1ng the floor, bad behav1or on the: way to lunch, or other transgressions.

Shaking the can which contained the chips was often used to signal that
there was too much talking or misbehaving and that failure to get - quiet

. would result In another red chip. At the end of the day red chips were-

counted and that many blue chips were deducted from the blue chip

‘collection. ' : -

3

i =4 L
In -addition to the chip system this very effective teacher - com-
plimented good workers aloud, sometimes -let best-behaved or best-prepared
students line up first, put names of especially cooperative students on
the board under a ”Superpeople” title, and awarded happy faces to stu-
dents who did all of rtheir work .that day. For deterrents, he made an
unruly student wait for him at a special desk near his, held conferences

s outside the room, dismissed students one or two mlnutes late, asked

transgressors to state the rule or proper procedure or stopped an
enjoyable. activity wuntil individuals or the class corrected their
behayior. ‘ .

)




Prescription 4 - TEACHING RULES & PROCEDURES

o

k @
. (}, I

Include in your lesson plan the sequence in which rules
or procedures will be taught on each day, when and how <0
they will be taught, and when re—learning or practice
will occur. Plan to teach those rules and procedures
first that are needed first.

+ : . o}
Teach your® rules and procedures systematilcally. Use

4
a) explanation, b) rehearsal, ¢) feedback.:., .
~
© “il
. ‘ ‘ ’ i
Rationale _ P .

The set of rules ‘and procedures needed to manage a classroom 1is

comﬁlex and lengthy. «Not only must- the children learn many different

* behaviors, they must be able to discriminate specific times when the same

behavior 1is acceptable or not acceptable (e.g., sharpening a pencil is
all right during independent ~seatwork gux not cdﬁring whole class
instfuctibn)ﬁ'QChildren should not be expected to learn all of the rules .
and procedures during a sfngle presentation, any more than we would |
expect that a series of interrelated arithmetic concepts ér a set of
spelling .rules would be.perféctly comprehended after a s{ngle session.
Teachers must treat the learning of the procedures aﬁd ruies in as much
detail as they do any other content. -Think of it as a modéh—long unit of
instruction, in which the long range géal is learning ”going—to~schooi”

skills:

Guidelines for Teaching Rules & Procedures

Learning rules and procedures fg no different from learning other
types of content. Therefore, teaching procedures that are generally -use-

ful for improving learning should also be useful during the acqufs}fion
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and maintenance phases of learning rules and procedures. ‘The important

thing to remember is that a single presentation of a procedure may not be

> adequate for student comprehension or .cor .inued use of the procedyre.

’ What you must do is use as much time and as many different methods as are
necessary for the students to acquire the behavior.

To teach a unit successfully you have to approach' your long range
goals in a step-by-step manner. After identifying what the children
already know and what they must learn, you then divide it into chunks or
parts.that are learnable in single sessions. These parts must be pro-
perly seqﬁénéed when you teach a concept to children: - you provide con-
crete examples, have them practice the skill, and arrange for feedback.
At all times you wétch for examples and‘point them out to the children.
If a child makes a mistake, you correct it and have him practice the
appropriate behav}or. These things must be done to teach the rules -and
procedures, {

Several steps are needed to tgach a -procedure.

a. Exp-lanation.l A verbal presentation by the teacher to the children.

. . a i .. . . 3
Good explanations usually.include definitions 1n concrete terms, rea-

sons for rules or procedures, and demonstrations of correct pro-

-

cedures. If a procedure is a complex one for the age/grade level,

I, - then you sﬁould present the task in a step-by-step fashion; makiné
. sure after each step that the students have perfermed it correctly.
vaa‘cue or signal is going to be used as part of the procedure, it

too should be presented, explained, and demonstrated.

b. Rehearsal means practicing the behaviors associated with a procedure.
° It serves LwOo purposes: it helps children learn the appropriate’
s . behaviors and it allows the teacher to determine whether students

have learned the procedure or whether they need further explanation,

demonstration, and practice. It 1s a good idea to rehearse all

activities and procedureé that are complex or that are to be per—\ //
formed by the whole class {(e.g., lining up, getting ready for reading
groups, fire drill). ﬁe certain to rehearse appropriate respomses to
cues, )

 c. Feédback., After the students have participated in a procedure, it 1s
desirable to give feedBack, or information‘concerning how well or how

poorly they have followed your instructions. If the first run-

¢
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- through is unacceptable, you will want to review the procedure, give
fbur expeétations, and state what went right and what went wrong.
The review may include both a re-explanation and a rehearsal (Steps a
and b). By doing this, you let the students know you have high
exﬁectatidns for their behavior, i.e., that you expect perfection.

On the other hand, if the first attempt at a procedure is successful,

students should be told how pleased you are with their behavior. Any

“things that went wrong can-bé mentioned, but stress should be put on
positive behaviors as well. During ‘the rest of the school year,
feedback and ;eteaching should be done periodically when appropriate.
Be sure to praise students when they do well--let them know that you

appreciate their efforts.

Important Note

After long breaks from school such as those at Christmas and
spring break. -students may appear to have forgotten the rules and
procedures. It 1is especilally important to watch for‘confusion and
failure to comply with rules and procedures after these breaks.

You will probably want to use a combination of review of procedures
and frequent feedback to get students back into the habit of
following your tules and procedures. If you see problems
developing at any time of the year, go back through the . o
review/practice/feedback steps. :

“You have already performed the first steps., namely the
identification of the desired rules and ﬁ:ocedureg in Pféscription 2 and
the consequences inAPresctiption 3. The ﬁext'steps"are'to decide which
pfocedures or rules should be grouped together for 1instruction, and
prepare 'a lesson plan thatA follows the sequence :of those rules. and
procedures you have decidéd upon. The guiding principle in developing
the plan is to think in terms of how your children and yoﬁ will encounter
the school, the <classroom, and 1its activities: teach first those
procedures needed first. Avoid overloading children with information not
relevant td their or your current needs.

Activities for Prescription 4
# Activity 1 Two 'case studi%s (Teacher C and Teacher D)ﬁoﬁ teaching

rules and procedures were presented on the yellow pages following
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Prescription 2. . Re-read them, noting the sequences followed by the

teachers in presenting ‘their procedures  to the children. Note how the

rules and procedures are mixed with academic activities Note also how
. ' " ’

and when cues are taught.

& Activity 2 Refer to your blue checklist of rules and procedures from

‘Activity 2 for Prescription 2. For each major set of rules and

‘procedures, make a note on th2 checklist of when you would be likely to

first teach the rules'or procedures. féﬁ should plan to presenf school
and classroom rules early on’the.fipét day after you have introduced
yourself and after all or alggst all your children have arrived. Present
procedures for bathroom use, pencil sharpener, drinking fountain, and
getting your (and their) attention early the first day. Then, sequence
the procedures so that you teach them before they are needed. For
example, practice lining up properly just before recess or lunch, if that
is the first time lining up is needed. Teach how you want -children to
put a proper heading on their paper when they first do it, etc.

& Activity 3. Read case studies H and I on the yellow pages following
this set of activifiesu These describe how two teachers taught: some
procedures to thei; classes. Note the use of explanation, demonstration,
éues, rehearsal,'and feedback. | , ‘

x Activitz 4 Look over your list of rules and procedures ()lue
Checklist‘2.1) and note how you will teach each one. Decide which ' nes
you will demonstiate, rehgarge. use cues with, etc. As a reminder, you

can make notes in the column headed 'Notes.'

70
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(CEF™ CASE STUDY H

Teaching a Procedure

Description

Comments

Teacher H tells her class that they only have 6 1/2
hours in-a school day and there 1s so much to learn. As
a result she keeps a strict time schedule and she
expects her students to move quickly and quietly from
one activity to another. Teacher H shows the students a
kitchen timer and makes it ring. She tells the students
that this will be a very important signal. When this
bell rings the students. are eXpected to put away the
materials they are using and move to the next activity
as quickly as possible. For instance; after reading the
teacher .will ring- the bell signalling that students are
to put away their reading materiald as. quickly  as
possible. All students are then to move quierly to the
rug where they will have a Spanish lesson. The teacher
asks if there are any questions. No student raises his
hand, so the teacher says she would like them jto
practice. She notes that the students have paper /and

pehcil'dut on their desks, that they have been using to
write a'story. Teacher H says she will give them/time

‘to finish the story later on 1in the day so they f%ould

put their materials in their desks and come quickly to
the rug when they hear the bell. At this point, the
teacher -rings the bell. ° Students immediately begin
putting away their materials and moving toward .the rug.
Several students line up to get drinks of water and one
goes to the bathroom. When everyone is on the rtug in a
circle around the teacher,, she refers to the clock on
the wall, saying that it took the students three minutes

to put their materials away-and get to the rug. - She
Cells the students that they are third graders now and
are capable of moving faster than that. She adds that

they should be seated on the rug in a circle in one
minute, that it was not time to use the bathroom or get

a drink of water except 1in an emergency. She asks the
students 1f they understand. The students all  nod
solemnly. Teacher H then 1instructs the students’ to

“return to their desks, take out their paper and pencils

and get set to practice again coming to the rug.
Students go quickly back to their desks, taking out
their materials. - When .all are situated, Teacher H rings
the bell and students again put away their materials, go
to the rug, and sit in a circle. After all the students
‘are settled, Teacher H smiles and thanks tlie students

for doing a super job, that 1t had only taken them one

minute Ffour seconds to get to the rug.

o
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(CZEF’ Case-Study‘I

~Teaching a Procedure

Description Comments

In preparation for having the children write. a

brief dccount of their summer, the teacher °
. tearhes them the kind of heading he will require
con all written work. = In his plans he has

detailed rthese steps.

On the front blackboard Teacher I has printed a Demonstration
sample heading for-students' papers. He points
to - it, explaining to the students that he,
expects this heading to be on every assignment

Step 1 they do. He then points to the top left—hand Demonstration
sides of the sample page and says that the stu-
dents should write their names there. He
explains that he cannot recognize handwriting Rationale
yet and therefore wouldn't know to‘whom a paper
belongs if it didnit have a name on it.

Teacher I then poilnts to the "line below where

Step 2 he has written ”ReLding'” He explains that this
line is actually fpr the subject of the assign-
ment and - will chalgge when the students do an
assignment in another ~Subject such as math,
spelling, science, or language arts.

Step 3 On the right hand side of the first line, stu-
dents are told to put the name of the school.

The teacher has written Smith Elem, here. He ~ Rationale
explains that she has abbreviated or shortened
the word elementary so that it will fit more
easily on the line. Then ‘he repeats the word
"abbreviate' and defines it. . '

Step 4 Under the school name, students are instructed
to put the date. Here the teacher' points out
the calendar they may refer to im the future for
the date. Tedacher I then asks the class if
there are any questions about:the heading. When _

.there are no questions, Teacher I tells the Rehearsal
( students to take out one sheet of paper and a

- pencil and put the correct heading on the paper.

Teacher I then cilrculates around the room . Feedback
checking t6 be sure that all students are ;doing

_the heading correctly. :

©
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'‘Develop activities for the first few days of school
that will involve the children readily and maintain a

whole group focus.

Rationale . : o

During the first few days' of schbol, your children will begin to
fdrm work habits, attitudes, and behavior that will shape the rest of the
year. 'Lt will be much easier to sustain a high initial level of on-task
involvement tHan to try Lo alter a beginning pattern of off-cask, unin-
volved behavior. 1In addition, most childfen return to school wanting to
succeed, and some are ap}pehensive about what will happen. If you plan
' ini;ial activities that tﬁey enjoy ‘and can do successfully, ‘you can
establish your cole as an expert teacher. by giving them confidence that
they will do well in your classroom. Avoid highly complex tasks, because
you will not yet know your students} work level, and“you may not be ready
tdl give. them extensive help. Dead time should be avoided because it
invite§>rule—breaking.

The tequ”whole é%oup focus'" means presenting information and direc-
tions to everyone in class at the same time and givihg all students the
same assignments.' Do not try to work with small groups yet! You cannot
begin to meet studénts' individual needs until you have all had time to

get acqualnted, get settled, and get organized.

; - N . )
'\‘ ) 7U .«
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One advantage of a whole group focus is that it is easier’to watch

e

the ¢hildren and to see what all of them are doing., Thus you can prevent

or stop inappropriate behavior_immediatély'and help the students stay

on-task. Another advantage is that it involves less pupil movement and
fewer procedures Consequently it will be easier for you~t6 give clear
directions and to avoid confusion. Finally students must learn many

procedures and rules on the. first few days, and it is important that they
A} . . . : / .

learn to follow these appropriately. When you are confident they have

learned the initial procedures, only then introduce additional procedures

necessary for small group or individualized work.

Things to Do for the First Day

While the tirst day ot.schoollis a'difficult'one, you can take steps
to make 1t as pleasant as -possible. You want your sﬁudents to feel
pdsitive~'and successful, and you want tc avoid being overwhelmed by
thingg to do on-the first day. -The keys to a\Successful start'aré to be

prepared and to be organized. To help, we have provided a list of things

to do to’get ready for .the first day. Many of these details have been

included in prior activities, so they are listed here to organize them in

one place. ’

a. Have your room ready .with furﬁiture arranged, sugplies»on hand and
storéd,"and equipment %n gdod working order (see Prescription I,
Checklist 1).. 0 7 ‘

b. Look over ydur outline of activities for the first day. Be sure you®
have all necesséry materials and supplies on hand. ready to be used,
for each activity. ‘ _

c. Prepare student name tags ahead -of timé. Haveé extras on hand for
unexpégted students. Decide how you will distribaté - them and how
they will be attached. (See:Prescription‘l, Activity 1.)

d.. If your school does not send a letter to the parents,‘preparé one
yog;églf (see sample following the Activitieé), jnfoéfihg them of

‘scgdolvhours, lunch time, necessary school supplies. how and when you

are availabie fbr conferences, and othergpérﬁinent infofmation. You

can give this to the parents when they bring their children or send

it home with the children. B ‘

@ .,
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" the calendar and menu for ¢t

y

As much as possible, have ready -all the necessary paperwdrk for the

.first day. That way you will be taken away from the students as

little as possible. o

Have prepared a list of rules and. procedures for your clasroom. Be

prepared to teach them to the chlldren - (See Prescription 4 )
Prepare a little mornlng rlfUaT“*to start each day "For example:

'"\
Pledge the Flag, 51ng a songf do bend and stretch exercises, go over

e day. Such a "warm-up'" 1is not onlyda
A

\ . .
pleasant start for the day but akéo”gets the children's minds "in.

gear " It s routine and predlctable and lets the children know that’

it is now tlme to get down to- work

’ L1kew1se, .prepare a "wind-down" for the few minutes before the end of'

L
the day.: This cowld be no more than straightening desks, picking up

and putting away and getting things together to go home.  These

“little routine "warm-ups'. and ''wind-downs" set a tone of unity and

working cooperation for the classroom. Pretty soon the children will

know just what to do to begin and end their day-—even without
you—-and children like that! ' '
Have on hand spme very easy dittoes for the class "to work on the
first day (or later in the week) should you need a time ‘filler to
avolid dead time. ) .

Get,a good book to read to the children. Reading to them for 10
hinutes, after bluth ~or 'before the dxsmmssal bell .is a good
"wind-down" acfivity. If you are not sure of a good!book for your'
grade level, ask the librarian or another %eacher for some
recommendations. ' 7]> |

Have a repertoire‘ of..simple» games that can be  played in the
clasaroom. such as 7-Up, Black Maglc etc. ’

Have a few songs the children will enjoy 51ng1ng——that they already
know or will learn qulckly. If you're not musical. use a record
player and a good'cdildren's album.

Add any ideas of your own.

yaof
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Activities for Prescription 5 |
‘ Activity 1 Read Case Studies J, K, and L on the yellow pages at the
end of this prescrlptlon. They contaln brlef chronological descriptions
of the activities used by three effectlve elementary school teachers on
the first day of school. Points to notice:r |
The time spent un each ‘activity varies.
A variety of activities is used. .’
The amount of physical movement ‘varies in the act1v1t1es
Attivities chosen allow all- chlldren to be successful.
Breaks for music or exerc;se~are used when needed.

Focus is work-oriented Lucfnot difficult or complex.

Dead time 1 avoided; faster workers ‘go on to new activities

A whole group focus is maintained. ‘ .

O ®©® ~ W N

‘Teachers increase. motlvatlon by communicating exc1tement about the?
things .the chlldren will learn during the school year. ‘
® Activity 2 T_alk with several teachers who have at least ‘two years'~
experience .atg”cr near- yOQ% grade level. Ask about tﬁeir activities
during the_first few days, and their sequence of actiwities on the first
. ' day Teachers are often wilTing to share handouts and ideas
o x Act1v1tz 3 Prepare an outline of your act1v1t1es for the first day of
school Ke:p the. following ideas in mlnd.
0 .,Va. Choose activities with these characteristics:
1. All children can accomplish them
7 2. Dead time is minimized )
3

Activities are presented to the entire class as a group

4. Long periods (i.e., several minutes) spent with individuals are
; , -
. avoided. ’ 3 . : .,
*b. Include time for tea¢aing'and rehears&ng rules
c. Remember that the time for an activity should include time for
teaching the prdcedures associated with that activity. For example,

for seatwork the children need to know:

1. How they are to get “the pap‘rs to work on

o

2 What type headlng to use ot
3. Specific directions and objectives for the particular assignment
4. How much time they will have ' | .S
S ‘ "
Q , , 76 £ Jd
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What to do with their papers when they finish.

What to do after they have turnéd in their papers or finished

their work.
If you repeat an activity, describe the proéedures again. Not all
children wilil remember what they are supposed to do.
Plan more activities than you expect to need. Extra. activities
avalilable 'as fillers help'preveﬁc dead ﬁime.

When .yog have completed your plans, review them with another
teacher, such as the ‘earlier idéntified "good manager,'" or another
teacher at or near your .grade level.  Ask for feedback and suggestiqns
for improvement. ‘
& _A_ctivitﬁ 4 Use Checklist 5.1 to note what things you need to do and

to check off those which are ready. ;
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Sample:

August 28,.1978 ) {
Carroll School (456-7890)
Mrs. Betty Douglas, Principal L |

Dear Parents:

Welcome to Third Grade! It's a pretty exciting year and I am 100L1ng
forward to working with you and your child. Just a couple of things

@ to start the year off right. ]
School starts at 8:00.° Students are' expected to be in the room by 8:00.
Bus information is attached.. School is out at 2:30 and uniess otherwise
arranged, it is expected thgt your child will go directly home.

We cat lunch at 12:00. Please feel free to come and eat with us some
day. It's quite an experience and the kids love it. If your child was
"part of the free lunch program last year, he or she will receive the
same, but you must complete and return the forms that will be sent home -
during the first week. Milk is 10¢ and a hot lunch is 50¢. Be sure tops
are on thermoses. , ‘ : o

i A
] “

My conference hours are 2:30 to 3:30 each afternoon. 1 like belng noti-
fied of visits, but please drop by if necessary. If your work schedule
prevents you from coming after school, we can arrange an early morning.
conference. Don't hesitate to call me at home, best between 6:30 and
8:30 in the evening.
Your student's supply list is attached. It includes 2 number 2 pencils,

a box of 24 crayons, a ruler, 2 regular rule (Not college or primary)
spiral notebooks. I would also like each student to have a set of 8 water
colors if possible, but it is not required. ‘

s
# =}

T hope this is the Beginning of a great school year. I, ,am looking forward
té meeting every one of you.

Un Buen Ano Nuevof
Angela Dominguez,, Room 110
(Home: 438-7709)
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(C™ CASE STUDY J

First Day, Primary Grade

) 3
' o

Description Activity

8:00-
8:15

8:15-
9:00°

9:00~
9:30

9:30-
9:40

9:40~
10:10

The teacher greets the children as they enter, Greeting
helps them put on their nametags, and has then students
take laminated name strips to a desk. When most :

of the children are in, she calls rodl, checking

her pronunciation of names, instructing -them in

how to answer, and smiling at each one a$ they

respond. . - ) @

@

The teacher introduces herself and tells a little Introductions
about ‘herself. She has the children take turns
introducing themselves, each. <elling something
they like. She - then walks around the’  room, Describes the
describing things in the room. She introduces the room and
helper chart which is titled "Helping Hands.'" She” bulletin
says she will draw the children's-hands later, put bcards
their names on them, and use the hands in the

helper chart. Shebriefly explains the duties of

the different “helpers.. She discusses bulletin

[

o

‘boards, including a calendar, and meations things .

they will learn. For example, -one bulletin board
Ras a picture of a large box of crayons with large
crayons falling out, with the color word printed

on each crayon. - Another bulletin board is blank, -

and the teacher points 1t jout with enthusiasm,
saying this 1s where they w1lb be able tc put up
their own good “work. .
She discusses the rules that are posted: 1) Speak Discussion of
softly; 2) Walk in the room; 3) Finish your work.. rules ard
She has the children give examples of soft and procedures
loud, etc., as well as reasons why each rule 1is

_important - She alsq discysses the stop and go

signs beside the door and explains how to turn
them around when going to the restroom.

She introduces the LOMS lesson. She goés over the LOMS
instructions, being sure she has each student's . structured ’
attention, and® passes out papers for them to “prac- lesson
tice maklng M. She dewdnstrates on the overhead

projector, and ‘circulates around the class as they

‘work, helplng a few here and there.

She takes up the LOMS papers and has the children ‘Exercise
stand beside thelir desks for a brief stretching break
and bending exercise.

She discusses with the childréh:hdw to come up and . Story record,
sit on the rug and then has fthem come up. They songs

bg, ‘: ' '

RS

i




. \
. . \‘
- B ? ’ RN
. . : o ‘| Y
T1ime o Description \ _ CActivity
_— oy N\ .
listen to a storxy record, thea sing familiar songs \S\‘
and learn one new one. ‘
They discuss some things _they did during the s

summer that they enjoyed.

! The teacher hblds'up a sheet of wh

- >

ite paper and

explains that they are going to find pictures of

fold it into four sections and: ho
capltalvand a.small M in a cornev of

things starting with M. She demonstratres how to

w to. write aV
each section.

She shows “them a stack of magazines *she has at Introduction

hand and goes. through one having
names of thlngs plctured that begin

them tell her of reading
<with M, She readiness

says :they will cut out one M plcture to glue into . activity

- each section, and when they Finish

they can ‘use ‘related to

> the other- sheet of paper she gives .them to draw a LOMS lesson
summer activity they enjoy. She tells them to be °
sure to put their names on the backs of @ both®

papers, telling them that they can'c

opy from their

name strips if they ‘need to.  She

. - children repeat the instructions back to her.
., She says she will let them go to - the gpathroom Review of .
. while they are .working on their papers, and she restroom
+ . reviews the procedures they will use. Still on  procedures
- the rug, she hands .each child two sheets —of ‘paper
* and a magazine, When the  children® are all at

their desks fixing theif papets
through the magazinégs, the teacher P
and, sciséors remlndlng them to use
blt of glue at a time. ¥

o

“then has the

and _ looking .
asses out glue
just a lltLle

B

10:20- As the student§ work on their picturés, the’ Reading
11:00 . teacher lets them go to the téstrodm, one b3y and readiness
one girl at a“time. She Walks around checklng and activity

helping. As childrén finish, she

checks their

paperSvand puts’a happy face on them.

[1:00- =The teacher shows the students’ where to put their CleanupJ

11:09 glue and scissors (reminding them to
glue is tightly closed), and she
pass the trashcan and another
magazirnes., - She takes up their paper

1

- . Whed the students-are again settled,

the next serles of act1v1t1es‘and

prdcedures for llnlng up. by o

[} !

be sure theLr discussion of
has one child lineup
take up. the procedures

s herself.

she explains
discusses the : .

© 7

. 11:09- " She has thein “line up  For an outdoor play perlcd M/ Recess
. . 11:28  and ‘tiféy lfeave A A
A - " . . . . ¥ »_‘3 * /
b . .- ~ 4 .
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Description ‘ ) Activity

The children return and work on their pictures of Drawing
. summer activities. The teacher goes to a few who :

have sparse drawings and gets them to talk about

the activities 1in more detail by asklng questions

to jog thelr memorxes

She lets them go “one at a time for water as they

work. ’

She gets the children ready to go to P.E., remind- Lining up
" ing ‘them about how to Iine up and walk in line. L
Aftex P.E. they go directly to lunch. T

-

The teacher has the children put their heads down//lRest break
for a rest. break, and ‘she lets them go one at a

time to the restroom, washing their hands when

they return. )

She calls them by tables to come up to the rug for
a story, pointing to the table@ «39 she calls their
number.

When the stdry is finished, she holds up seveqél Introduction
papers they,are going to do to make a booklet to of booklet

——take home.- They will start it today, do a little .

fomorrow, and finish it Friday (The ‘title page
is '™y First Week at School. Next page 1s ''See
my hand," on which they are to draw around their
hand; next 'Draw me,' on which they are to draw
themselves; and then "Draw the teacher. ") She dis—
cusses each page and tells them to put their name
on the frount page and& says their plctures of sum-
mer activities will also go 1in... She gives each
student the title page of the booklet to 1illus-
trate and put their’ name on and the pages on which
to draw their hand and themselves. They return to
their seats as they get their papers.

¢ ’ e

When she‘Has given all the children their papers, Work on
the teacner walks around Nayerseeing their work. booklets

" She takess'a stack of colored construction paper

with her. and lets each child choose a color and
draw their hand on it for the helpers chart. She
continues to monitor . the class throughout this
prucess, . '

El
:

‘he teacher instructs the children to put away
everything but their pencxls She discusses num—

“ bers with them, havirg them count together and

identify numberals as she points to them on a

front bulletiqlboard. She passes out two follow-

the-dot sheets and reminds them to put ‘thelr names
N 1

3
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Description

g

~ Activity

*Tlme

N

2:16-

2:25~
2:30

ill-

on the ljine before doing anything else. She walks
around as the children work and checks papers as
they finish. After.- she has ¢hecked them she tells
them they may color the pictures they have made.
She has the children put thelr papers in the cen-
ter of their ctables, and she collects these as the
children put up their pencils and crayons. She
reviews. the day's activities by asking, "If your
mom and dad asked you what you learned today or
what “you did, what would you tell them?"

She starts getting the children ready to go home.
She tells them to put all materials, including
their nametags, into their desks, and she returns
their LOMS and M papers. She shows them how to
put their chairs on their desks so - they won't
fall. Theé children do this, arnd she compliments

how well  they did it and. has. thems.do it again,
trying to be so quiet she cagnot hear them with

her eyes closed.

H . . 4
She reminds the children how to line up and calls
bus children first.

Then she leads them out of the room.

.

5,

&

Review of
day's
activities

,

Getting ready

to go home
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(Cq~ CASE STUDY K

First Day, Intermediate Grade
<

Description

Activity

8:00-
8:07

e 8:07-

8:40

8:40-
8:55

9.:35~
9:45

ERIC

Aruitoxt provided by Eic:

The teacher is standing at the door greeting each
child and instructing him/her about where to pick
up their nametags and sit.

After she introduces herself, and the class has
practiced her name, the teacher explains various
areas of® the classroom (the sink and TV areas,

bathroom, and closets). Included in this "expla-
nation are the uses for each area and the appro-
priate behavior 1in each area. Students are

‘thereby made’ aware of the teacher's expectations

before any misbehavior has had a chance to
occur.

_The teacher next explains each bulletin board.

The bulletin boards all have a function and con-—
tribute to first day organization and activitiles.
The first is a calendar with student birthdays;
the class sings Happy Birthday to those students
who have birthdays during the summer months.
Another .bulletin board lists some major things
that will be learned in this grade; another 'con—
tains class rules.
Each rule 1s discussed and students are called
upon to provide behavioral examples.  Students
are told to stand up and stretch or wiggle 1in
their seats for a few minutes when- the teacher
appears to be losing their attention. Before 1
1/2 hours have passed the students are familiar
with the teacher, the. classroom, and appropriate
behavior in the classroom. The next step 1is to
familiarize them with each other: each student
introduces himself/herself and tells where he/she
went to school last year. ‘

Teacher then gives- herself some idea of the stu-

dents' 'going to.  school'" skills, by using an
activity that provides the students with practice
in following the rules. Each row of students 1is

numbered ‘'and asked to perform a different activ-
ity (sharpen pencils, slign name on poster, or get
a .piece of paper from the sink) one row -at a

time. FEach of these tasks 1is reassigned to dif-
ferent rows until all students have performed all
tasks. - The teacher now has obtained a quick

assessment of writing skills, ability to -follow
directions, and self-control (talking was forbid-
den) in 10 minutes. :

Greeting the
students

Introduction
to the room

Explanation of

the bulletin
bhoards

Discussion of
the rules

Students
introduce
themselves

Practicing
tasks 1in
groups

..
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Aruitoxt provided by Eic:

1:50

line up by rows and leads them to the playground
for a brief recess. "Teacher organizes a game of
kickball, using a system of appointing members to
teams for expediency and fairness. o

Q

° - ' (b! 84 . t:

— A

Time - Description “Activity
9:45- Students are asked to copy (on the paper they ¢ Copying
10:12  have just picked up) sentences as the teacher sentences from
writes them on the board. ‘ the board
10:12- Students are told to. draw a picture of something Coloring &
10:57 they did ‘during the summer on the back of the ‘Explénation
paper with sentences, while one row at a time is .of crossword ™«
‘called to a corner of the room and a crossword puzzle .= ™
puzzle 1s explained ‘to them. After they are done ‘
with ‘the drawing, they are to finish .the cross- ,
word puzzle. Throughout this procedure the focus I
remalns on whole group activity. Directions are
given to rows only after the whole class 1is
involved. ' ' ‘ ‘
10:57- Teacher gets the students' attention and has them Preparation -
11:04 practice the correct pronunciation of the music for music
' teacher's name, and teaches them a simple scng, -
helping them by 1illustrating the words pic-
torially on the chalkboard. :
11:04~ Students line up for music one row at a time and Music class
11:37 file out of the room to music class.
11:37- Students return to the room and are given addi- "Finish
11:57 tional time to finish the crossword puzzle. activity and -
Individuals are allowed to use the bathroom, wash prepare for
~their hands, and pick up their lunch boxes. lunch
Q . .
11:57- Students go to lunch. Lunch
12:32 '
12:32- Teacher has the students come to the rug to lis- " Story '
12:50Q ten to a story -(and calm down). Teacher has a
' felt board set to be used to illustrate the story
she is reading.
12:50~ Teacher has students «eturn to -their seats and Bingo
1:30 ., she /passes out Bingo cards. 'Teacher gives com-
plete instructions and then proceeds to call out-
~the numbers.. Students who win have their names
written on the front c¢halkboard. -
1:30- After all of the Bingo cards and materials are Recess
collected and put away teacher has the students .




Description .

Activity

-

N

: 00~
+ 15

N

:15-
:20

[aC IR

N

:20-
023

TN

<

;23;
:25

N N

. around

‘Students are called by rows to line up at

Students have f.led quietly into the room and sat
down.. Teacher shows the students what- books they
will be using and passes them out. She tells the
students to check through them for marks or torn
pages, then stack them neatly on the front right
corner of their desks. She wikl copy down the
numbers after school. :

Teacher does a brief review of the rules, dis-
cussed earlier. She asks the students questions
about rules and procedures and 1s careful to call

on only the students who raise their haads.
Teacher then passes out a list of materials stu-
dents will need to bring to class tomorrow. As

she reads down the list, she holds up a sample of
each item. ’ .

Teacher explains her "hourglass system."
holds up an egg timer, explaining that it takes
three minutes for the sand to run through. Every

- day the students would have three minutes to pre-
wparé to leave the room.

nametages 1n the mailboxes, cleaning up

the desks and other parts of  the room,
picking up lunch boxes and coats (in the winter),
and putting chairs -on top of desks. If they
"beat' the sand, she would dismiss them before
thée other two, same-grade classes. If not, she:

ting

would keep them until after the other two clagses

had been dismissed. In'any  case, when she dis~
missed them she would do so by. calling on the
quietest and best prepared row to leave first.

" Students do housekeeping Qbores while sand runs

through the hourglass.

the
door. When all are lined up, -Teacher thanks the
students for lining up so quietly and for a good
day in general. She tells them (she is really
looking forward to'a good year.

85 80

She

This ,would 1include put-

Introduct ion
to books~ ~

"Review of
rules -and
discussion of
materials

Explanation qof
leaving
procedure

Getting ready
to.go %

Lining-up to
leave and
teacher ®
feedback
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First Day, Upper Grade
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Time ' Description - ‘ Activity

8:00- Because Teacher L knew tis -students would be ' Beginning
8:40. entering the room at different times at the activity

~ beginning of the morning, he planned a drawing
activity (draw yourself and your family) first.
While most of the students drew, he was able to
greet and settle stragglers, dispatch parents,
monitor the room, call roll, ang present washroom

procedures.
8:40- The class took a washroom and water fountain Break
9:05  break outside the room. The teacher allowed

extra time for teaching all needed procedures. . S

9:05- When they returned, the teacher presented and Rules and
9:55 discussed rules and procedures with the children, Procedures
asking: them to contribute rules and discuss
rationales. They practiced lining up and walking
| to‘the cafeteria and back.

9:55- Back in the classroom, books were distributed and .Book .

10:21  the teacher had to.récord book numbers. During distribution.
< this process, the <children worked dot-to-dot
puzzles. 7 °
10:21- Then, 1ed.by the teacher, students read and pro- Spelling
10:32 nounced spelling words for ten minutes.
10:32- The class did some dance movements to music on a Dance E

10:50 tape‘recorder._

10:50- There was a twenty minute recess on the play- Recess
11:10 - ground. , ‘ - ' 'S

11:10- When they. returned, children had a snack of Snack/Review
11:25 crackers: and peanut butter. While they ate, the - of rules
teacher revigwed rules and procedures presented
earlier. v R
He began a simple .review arithmetic activity din Arithmetic
which- students .worked simple review problems she ¢
put orn the board. Some studentss finished: early.
The teacher had individual arithmetic work cards
ready for these children to use. - N . e,
: . , | , f '
The class lined up and took a washroom and foun- Gettigg ready
taib break to prepare for lunch.. "¢ for/lunch
Lunch RO |

Co




Description

Activicty.

The class filed out to the playground together
for organized games until 1:15.

Five-minute drink and washroom break

On their return to class, students rested with-

th2ir heads on their desks for ten wminutes:

The teacher called the class by tables to bring
their chairs to the reading corner, and he read
them a story. Afier the story, students were

called on to discuss the characters and retell’

much of the' story in their own words.

Students were told to return quietly to their
desks and were then complimented on how well they
followed directions. The teacher distributed
lined paper, and showed studerts how to head them
for a writing assignment. Their special writing
activity for the first day was to write the names
of "all the students in the class. As each stu-
‘dent told his or her name, the teacher wrote it
on the board and led the class in prenouncing it.
When the list was complete, students were told to
copy it neatly on their own paper. The teacher
circulated and monitored, then announced tu the

class that when each child was finished, he or

she should bring the writing assignment to the
teacher at the art table and pick up some model-
ing clay there. '

Most of the students were working with clay at
"their desks by 2:10. The teacher spoke with stu-
dents as they worked ~and admired ‘their,
creations. '
At 2:25 hk stopped the activity, directed stu-
dents in putting awayaclay and getting ready to
leave. When all were back at their desks and
q%iet,'he.spﬁkqﬁbriefly to them about How glad he
was to have all of them in his class. He men-
tioned séme of the exciting things they would be
learning, in his class that year. He ‘dismissed
them at 2:30. ‘

Games

Break

Writing

Cfeaning up




J CHECKLIST 5.1 J

Things To Do or To Have On Hand For the First Day of School

- Subject

Check When
Complete

Notes

A. Is the room ready?
1. Furniture
2. Supplies
3. ‘Equipment
B. Legéon plan for the
first day (including
necessary materials)
C. Student nametags
D. 'Letter to parents
E. Paperwor; out of way
F. Rules and procedures
G. Morning :routine
H. End of day rout ine

I. Easy dittoes

J. A book to read to the
children

K. A few simple games
L. Some children's songs

(Add anything not
listed above)

N.




Prescription 6 - STRATEGIES FOR POTENTIAL PROBLEMS

~ A

Plan strategies to deal with the potential problems - ¢
which could upset your classtoom organization and
management. Be especially aware of things which could j
interfere with your mongforing or otherwise teach -

students bad habits. _ Y

1

’ - Rationale . o
Some situations hay‘arise which would be both dlfchult to handle
- and time consuming, such as problems that divert syour ‘attention from your
whole class ,or require you to leave the classroom. Unexpected problems
are especially. likely at the begxnnlng of the year, whern you have least’
time for them! . The Ffirst few weelts are your best chance to establish
yourself as¢an unflustered and competent classroom leader. Your physical
presence and full attentién are needed for you to give‘information and
feedback and set limits. If you are out of the room, uncertain about how
to respond, or 1nvolved with paperwork, your students may fall 1idle or
® ’ misbehave, and may lose some of their respect for your authority.
!?

!dentifymg Potentlal Problems o . N

@, -

0 -

The chart on the following pages lists some of the potential prob—
lems you may face in the first days of school. Some planning strategles.
are suggested to help you avoid trouble and maintain a smooth—runninél

a

classroom.




Aruitoxt provided by Eic:

Condition L@kelihood

Suggésted Procedure

Interruption of your common
teaching from office

staff, other

teachers,.parents,

principal,

custodians, etc.

2

One or more students common
arrive very late on
the first day.

One or more common
children are

assigned to your

class after the

first day.

Ask the interrupter into your
room and face your children
as you talk with the person.

If. the interruption is likely
to last more than a few
seconds, give your children
something to do before
continuing the conference.
Let the interrupter wait, not
your class. -

Teach your students what to
do when interruptions occur
(e.g., free reading, no
talking). '

Greet them warmly, as you did
the other students.

Tell them you will talk to
them about what they missed
as soon as you can, but that
now they must wait in their
seats.

When you have the total class
invelved in some seatwork
activity, meet with the late
arriving children to explain
any rules and procedures they
might have missed.

Try. to arrange a meeting with
them before they come (e.g.,
just before school).

If you can't meet ghead of
time, use the' first available
ppportunity to explain rules
and procedures.

Appoint a "buddy" who knows
and follows procedures to
teach the.new student rules
and proéédures.

7
-
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Aruitoxt provided by Eic:

i

Likelihood

The school or
district office
requires large
amounts of paper
work to be completed
by you during the
first week or two.-

One of y0ur students
has a handicap that
seriously interferes
with his/her ability
to understand you or
to follow
directions.

A child becomés
very sick in the

classroom or 1is

injured on the
playground.

A child 1is
completely
uncooperative
and .
uncontrollable

common

occasional

¢

rare

rare

93

Suggested Procedure
Monitor new students
carefully to help them learn

appropriate behavior from the

start

Do as little of this as.
possible during class time.
Plan to-spend extra time
after school and arrange your
personal, schedule to ‘ ,
accommodate it. It will pay
off in the long run in’
reduced tension.

If you must do clerical work

during class time, make sure

the children are engaged in a
"seatwork activity.

Before school starts, check
your children's files. Talk
to the-child's resource
teacher to determine what the
child is capabie of doing and
plan how to best educate the
child. Talk to the child's
teacher from the preceding
year about what to do -- and
what to avoid -- to work well
with the child.

If you suspeét- an undiagnosed
probtem, talk to the resource
teacher, principal, or to
special education supervisor
about what to do.

Phone the office or send a
messenger requésting someone

to come to get the child.

Do nog leave the child

~unattended.

o

Phone or send for help.

If possible, isolate the
child from the rest of the
class.
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Condltion ~ Likelihood Suggested Procedure

. ' . c. 1If a child becomes violent or
hysterical, leave him/ber
. alone, except ro protect
o yourself or the other
children.

d. At the first 0ppottunity,'

. . ‘ meet with the principal to
plan how to deal with the
problem.

Special Problems

Occasionally problems arise in a classroom despite carefui planning
on the teacher's part. Somé children may be distreised or friéhtened
during the first few daysyqf school and. may cty easily (or incessantly)
or accidentally wet their pants. Relationships among certain children
may be cenée, Lcadingﬁto name—calling, pushing or shoving in line, or
outright fighting. Sometimes children respond to authority with non-
c;mpliance.' They may péssive}y ignore the. teacher,; test cthe limics by
sassing the teacher, or respond in an openly hostile and defiant manngf.

. .l
-While you may want to work wrth the school counselor or resource,;egcher

to heip Lhese—thlldren on a Long term. basxs,>you WLLL also need t& take

1mmedlate actlon to stop the Lnapproprlate behav1or and o’ mlnlmlze class
7 "

disruption. ;

Al

l. Crying. Younger children, especially, may ctend cto cry for no
o .apparent reason carly in the school -year. It is often difficult to

gek a crying child to stop even Lbng enough to find out what cthe
iproblem 1s. One useful technlque is to give the child permission to
cry, but to ask for a temporary pause long Qnough for telling ydu
the problem. Once engaged in conversation, the child is not iikely
to resumqicrying, If s/he does, however, then acknowledging that

‘cryiﬁg 1s okay and instructing the chLLd to cry quietly and when

i
™

finished to wash his/ her face, get a ernk of water, and come back . -

and v join you generally shorcens-the crying - period. If first day
loneliness is a.cause of crying, assigning a friend to accompany the

child helps élLeviace the problem.

ERIC .. e

Aruitoxt provided by Eic:
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Q

et -

>
2

N . ey . - :
* Once you have determined‘%@ﬁg' ~ause and either resolved the

ftﬁere is nothing that can actually

{
i
!

be done, let the child ¢ry if 7§;is not distracting=to the class'or

osténsible problem or seen “that

to -you. Be understanding, bu? don't reinforce crying behavior by
excessive attention or sympathy. . If the crying is disruptive. take
° *

the child out of the room or have someone,frém‘ﬁhe office come get

him/her. 0

Wetting. While accidental pants-wetting is more common with -younger

children, it does sometimes ‘occur reven in the upper. grades,
especially during the first few days of school. Students,of any age
find this kind of accident extremely embarrassing.  The teacher
should make every effort not to add to the child's embarrassment’
but ‘to facilitate the clean—up.and change of cloth%s'as.quickly and

unobtrusively as pbssible.‘;Having a supply- of paper towels in the

“classroom” greatly simplifies this and other clean-up chores.

Talk with the child privately. giving instructions: to dry,fhe

area’ and then to go to the office and call someone to bring a change

of clothes Later, make a time to talk with the child --= again
privately -~ to determine why s/he did not make it to the restroom
in time. TIf the child was embarrassed, afraid to ask, or did not

~know where the restroom was oOr the procedure for going, reassure

him/her and ecllrify location, procedure, etc. With some younger
children, the teacher may need. to contact the parents and ¥keep a
change of pants at school as a future safety measure. In general
with younger childfen, the teacher‘neédg to séhedﬁle regular bath—

room breaks, and even remind some children to use the bathroom

”

regularly.
Name-calling. No teacher likes to hear children call eachiother
derogatory names. While encouraging and mddeling resPectfui behav-

o

ior does much to ‘generaté cooperation among your students, when
tempers flare, name-calling is usually amang the first expressions

of anger. To put. -an effective stop to this behavier, you must
. : ¢ -

control ,your temper and not overreact, even to language you" abhor.

2 -
Be matter-of-fact. Refer to the class rules (e.g., "Be courteous or .

considerate of others' or whichever 1ule you have that fits).. If

you have already stated consequences for this type of behavior

a
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(e.g.,'dEmerits, loss of play"time), follow through with these.' If
not, be sure your response is not so severe as (O add undue impor-—
tance to such behavior, eut be sure it is disagreeable enough to
discourage a repetition.

Some teachers ingist that students apologize in these cases.

This accomplishes little,' however, 1in that both students involved
CLCle .

‘know that the apology undet—duress —is—empty .. Furthermore, the stu-

dent is being forced to apologize may actually become more angry or
resent ful at the perceived humiliation, and in the future express it

even more destructively out of the teacher's hearing. .

‘Pushing/shoving in line. By communicating clear rules and by -care- -

ful monitoring you can usually avoid problems in lining up. - 1f
pushing -or shoving does. occur, however, it is important toistop it
lmmedlately to protect those who are trying to stand in line pro-=
perly. TIf the pushlng is accidental (e.g., caused by someone losing
his/her balance), you may want the children merely to leave more

space between them. 1f it is deliberate, however, there ’are a

series of steps you should take to stop 1t now and tof@revent its

reoccurrenCe{

a. Have the student'who pushes return to his/her desk and stay
seated unt11 all are lined up, then Jo1n the end of the line.

b. When students line up the next time, let this student line up
as usual, but as soon as’ s/he is in line, move close to the
child and quietly ask if this is a spot in line where s/he can
walk quietly and without touching anyone. If ‘the' student
assents;'let him/her keep Lthat place. If not, suggest that
s/he walk at the end of the line as a precaution, not as a
punishment. . |

c. If the student . is suceeseful, give Aspecific praise at the
destination. !

L el

I S

d. Tf the student fails, the next time students line up, do not

give this child a choice -- put him/her at the end of the line
again. Explain that this 1is because; despite having said s/he
could walk quietly the last time, s/he did not. Tell the
student that next time s/he will be given another chance, and
repeat Step 2. '

9

L.

96
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1f two or more .students are involved 'z inappropriate behavior
in line, a similar procedure may be followed. Tf the students neea
to' be separatedrrather.tgaﬁ all-joining the'end.of,the line. have
one or two walk beside you, but" wagt u til the entire class is at

the destination before letting them leape your; 51de

Fighting. Whlle fighting is a fairly /frare OCCurrence it can be all

too dramatic -- as wellxqsmglsruptlv_ to. the class and demora11211g ,
for you. Some advance Planning cé& greatly increase your ability to“
think quickly and act effectively ghould a fight break out among any
of your pupils. Before school st{Zts, find out thé school policy on
how to handle fights. 1If you afe to handle them largely youfself,
think about the following commefts. ﬁ

stop a fight as quickly as possible,

It is usually imbortant t
especially 1f the students ifvolved are not evenly matched. There
are important qualification to this, however. If the fight is
between two older studeﬁts .you will have to judge whether you can
intervene without risking injury to yourself. TIf verbal interven-
tions are ineffective, dall the principal -or another teacher for
help. If you do decide to intérvené_physically step between the
two combatants and jmove/ one child away from the other. Don't hold a
child from behlnd, uq.ess the other child is also belng restrained
at the same time.

When the fight/is stopped, you will have to determine whether
the two students cgn sit quietly for a period of time to cool off.
I1f one studené is ‘extremely agitated, having him/her ‘run around the
playground a giyén number of times helps work oE[ that agltated
energy. (This Activity may need to be ‘supe;vised to prevent the
student from leAving the school grounds completely.) ‘

Have the/knvolvéd students sit apart Efrom each other and from
the class for/a few minutes. Tell them each to write an account of .
what happeneé which resulted in the fight. (If possible, have a
child who w#s an impartial witness also write an account.) During
this time you can get the class involved in work they can -do without

I
‘your help/and at the same time collect .your thoughts or ceontact

another U@acher or the principal for suggestions as to what action T

to take.
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! When you can leave your clasg with an aide or another adult,

take the fighters (and, . if possible, the witness) away from the

‘class to discuss the fight privately. Let them each read their ver- . }

— sion of the fight, allowing ho'interruptions as they read. Note :
' polnts oFf agreemenﬁ and of disagreement among the vergions. (The
i . _ witness may.be thapked and sent back to class after is presenta=
tion.) Settle the quarrel as best you can, but emp asize the fact
that no matter wbaﬁ the‘problem was, fighting is ngt an acceptable
means- of dealing with it. ‘State what the copsequerces will be, and
check‘to ﬁake sure each child understands them.
Either také time at this point or set”a tim¢ soon to work with
one or both of the studenté to teach Ehem altlernative methods of
X dealing with frustration or settling disputes/ Such alternatives
include: J l
a. Buying time . ‘
1. ¢bunting to 10, 20, 50
2. fﬁelaxation‘techniques
3./'Se1f~talk to lincrease self—c;ntf 1
}4; Leaving the scene completely unfil more calm
“ b. /ﬁsing a procedure to disagree ve bally with the teacher as
freferee or facilitator ' . , ©
s c. f Substituting éhysical exercise (boxing, a punching bag, running
laps) for hitting another person.‘ .
Depending on the severity of the fight, as well as whether this ’/
;s an 1isolated or 4 fairly common ‘occurrqncé for the children /
 invo1ved, you need to coﬁsiderv’¢ommunicatiné with the parents. /
School policy or ybur principal's recommendation may degefmine your{/
nactions here. - ' : ‘ /
6.l Ignoring the teacher. A child who appears oblivious Eé gour ...
lnstructions acfu#lly invites  your " reinforcement of  this ‘
 / inapﬁroPriate behavior -- in the form of speciai attention as you
| try to get him/her to respond. As essential step 1in dealing with
, this child is to insist that his/her hearing ‘be tested by a
| competent specialist, no matter how convinced you may be of the
child's ability to hear. 'Surprisingly hearing deficiencies do go
undetected. .
r ; ' Yy
Q !/ - ' 98 . :
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Once adequate hearipg. is verified. you need to work out a
system for increasing the child's listening. A simple procedure for
this lnvolves talking with the child privately about the problem and
working out a cueing system ThlS means you would say something to
the child just before you beglg giving class or group instructions
to remind the child to pay attemtlon to what is coming (e.g., “Now,

Jenny . . ."). Once this cue, signal, or reminder has been agreed

v

‘upon, you must be consistent in using it. ~In addition, when the

child responds and actually listens and complies with your instruc-

tions, you can strengthen that desirable behavior by comment,

praise. or an agreed—upon reward.

Sassing the teacher. Sassing is impudent, disrespectful, nervy. or

smart-alecky back talk, but not as extreme as hostile defiance.

Sometimes students make remarks about work or instructions that are

clearly not task-oriented and are out of line. While consistent

N

ignoring will not make sassing disappear. a teacher's overreactions
to the behavior can be rewarding to students and actually tend to
increase it.  In- ?ome cases when students sound sassy they are

]
trying to determin? more clearly the limits and teacher expectations

for classroom inteFaction. In these cases a fair and clear warning
‘is an appropriate response. For some teachers a half-joking warning
can make ,limits clear without escalating the problem Other

teachers may need ja more serious approach in order to be convincing.
Referring to a class rule (e.g., 'No sas3Lng,' or ''Be respectful”)
and reminding students of the consequences of violating the rule can

be an effective response. You may want to do this once as a

<

remifder. only but be sure to go ahead and enforce the“rule consis-

tently and calmly thereafter.

Hostile and/or defiant toward the teacher. FExpressed hostility or

defiance -toward the teacher is a possiblity that many teachers

dread. Should a student behave in this manner, there are several

points to keep in mind. ,

a. Deal with the offense privately; do not allow the child -the
opportunity to argue with you within the hgaring of other
children. Tell the student you will discuss it after class; if

the student persists, remove him/her from the room. Get the

“
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Activities for Pfescrlp,tlora 6

class involved in work they can do inaependently before you
leave. . ‘

Do not make the offense personal or engage in a power struggle.
The cmild's_breach should appear as directed at classmates, not

at you personally (E.g., "Jimmy you are taking time away

from the class.') ' . S S

Stay objective; the child must be severely hurting tc behave in
such a self-destructive manner. . °
Do something the child does not expect; a surprise can tip the

Q
balance. (E.g., if s/he expects corporal punishment, make a

serious’ and concerned attemplk to find out what 1is wrong and

negotiate a way for him/her to save face . I1f s/he expects to
be pardoned agaip, point out the consequence.'and,implemgnf it
now and_consisténtly hereafter )

Do not engage in an argument with the child at any time. Point
out that his/her behavior was unaccep;able and clearly state
the consequences. If the student has a complafﬁt\ listen. If
possible, respond. 1f youﬁare/not sure how to respond, tell
the child you will think hﬁﬂz(what s/he has said and talk with
Him/ her abouﬁﬁix J;wg?{ﬁlThe consequences still hold. Serk
advice from another teacher or the principal or counselor
before getting back with the student. o

“

AN

\

%k Activity ! Before school starts, find out your school's policy for

dealing with classroom emergencies, such as injuries, fights, accidents.

If you are new to your school, ask the other teachers if there are par-— .

ticular problems that typically occur in that school. Prepare yourself

to deal with these.

% Activity 2 Read Case Study M deseribing the way one teacher dealt

effectively with tensions among class members and a fight involving

several students.

]
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(CoJ CASE STUDY M

Fighting -
o . . .o A
It's a hot September afternoon; the children have just returned to
tha classroom from lunch. The lunchroom monitor has vceported that Jim
had been pushing Warren's tray toward the edge of the cafetdria table, .
and salting his” pudding. Several ~of cthe boys had then gotten 1into a

spat. She talks with Jim privately and they agree thag he'll have to
stay 1in with the resource teacher rather than go to recess.

‘The teacher has the class line up to go out for recess. As they are
walking out, Bob gives Warren a big shove and tells him that he could
beat him up. Warren shoves back. The teacher sces the shoving match and

pulls cthem both aside. She refuses to.listen to accusations of who'
started 1t, and talks with them about punishment that will ensue if they
misbehave again that afternoon. They agreec to behave. She puts Warren

back into his place in~line, puts Rob at the end of the line, and keeps
an cye on them,as they go outside. '

The class rcaches cthe softball field, forms their usual two teams,
and beging playing. Suddenly, the teacher realizes there is a skirmish
in the outfield. Bob and Warren are wrestling and punching ecach other.
Mike vuns up to pull them apart, but instead enters the' fray against Rob.
Class members rush to the action.- :
The tcacher immediately runs toward the outfield. "All three of you stop
that right now," she calls. The boys do npt hear or respond.: She grabs
Tommy to prevent him from entering the fight and says, "Tom, I want you
to help me by getting the rest of your team over by that fence. Bernie,
get your team over by the west- wall.'"" The threc continue fighting.
"John, run to the principal's office and -bring him right away."  John
runs off. Warrent falls to the ground. The teacher grabs his arm and
says, Bob and Mike, stop fighting at the count of three. One . . .
two . . . ." The two boys may'be getting weary; ptrhaps they are grate-
ful for this excuse to stop. They are ‘giving each other dirty looks and
brushing themselves off as the principal arrives on the field.

The principal cvakes . the three boys to his office for a talk and
cooling—0ff. The teacher takes the rest of the class back 1info the room

and gets them started on an art project. Then the teacher calls cthe
office and arranges for the boys to write theilr version of the dispute,
and to speak with them at che end of the school day. The office has

called their parengs and arranged for them to pick up their children at
3:30 PM. R : Co :

. [ .

After school the teacher goek to the office and reads the three
boys' accounts of the dispute. Sheithen talks with the three of them as
a group, telling them tRat she has dead their accounts of the fight. She
makes no attempt to reconstruct the events, and tells them that though
they have problems with cach other, a fight is an inappropriate way to
work them out. She warns them that she will be calling their parents
that night Ffor a talk., She then talks to each boy, saying that she is
surprised that he would mishchave in this way. She slips in a compliment

Lol | 1Ux;'
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to each of the boys as-part of her reason for expecting that he would do

better, and she comments that she has noticed that edch of them has

become a leader in the class in a special way (baseball captain, able to

o run the movie projector, best gartoonist). In all cthree examples
- leadership, the teacher found - a strength and maxmizied it to bpild some
self-esteem and let the child know that her expectations of him are high.

She and the 'principal agree that a week of detention is sufficient

penalty, and they explain this punishment to the boys.

a

That night, the teacher speaks with each of the boys' parents about
the incident:. During the next several school days, the teacher keeps her
eye on the three boys, and avoids putting them into activitles together
unless she can give:close supervision. After a few days, their behavior

toward each other is friendly and things have .returned to normal.

102
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Look for:

Monitor student behavior closely.
follow procedures

a) Students who do not or do not’
finish' or even start assignments.
other uncooperative oOr

b) Violations of rules or

deviant behavior.

c) Appr0p;iate behavior.

Rationale
.Careful monitoring
of courée, you need to. know what to

helps detect - problems before they become

critical. look for. At the
beginning of the year, your monitoring should focus on initial student
tasks, that is, the following of rules and procedures, and comprehension

Look for student misunderstandings,

and completion of assignments.
inability to perform an assignment or procedure, and misbehavior. Once

you've seen these problems, and whether they are widespread or restricted

to a few students, you can intervene to correct them.

If you aren't watching because you are out of the room, behind your

desk sorting materials or filling out forms, involved with a ‘group of

13 ~ x} . . .
children, or because you just aren't watching, the children may not get

adequate direction and turn to each other for help, a chat, or a game.
They majv‘begiﬁ to anticlpate that they will fail to understand
assignments in your class, and that idle and off-task behavior are part
of being 1in youﬁ classroom. However, if you start well, later in the
year the children will have Learnédvyour rules and procedures and will

have built expectations for appropriate classroom behavior.

10y
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Monitoring the Class

. Practice good monitoring; it is difficult. You will need to make a
conscious ‘effort to remember to monitor. You will have a tendency to
focus on the child you are interacting with at the moment. If you are

speaking to the whole class, you may tend to look most at the children
closest to you or in your direct line-of-sight, rather than those at the
periphery of the room. Don't get totally absorbed in some task. with one
child, or with a small group. Stay alert to the total class. The
foLlowing suggestions‘may be hélpful. o |

a. Put reminders to yourself ("Watch the children"”) in your activity

book, lesson bcok, on the overhead projector, or on your desk.

b. Put up a picture of-a camera or binoculars, or use some other symbol .

or cue which will remind you to monitor.
c. Make a point of 1oqking-at each student's eyes during every lesson.
d. Notice and comment on gtuaents' appropriate behavior. When children
have been attentive, followed a procedure correctly or worked hard

on seatwork, let them know you appreciate their good behavior.

e. Specgfy'whaﬁ behaviors are éppropriaté°during a given activity and

"look for them.

¥ . \

f. 1In addition to your global monitoring to catch a variety of problems,

you might occasionally use specialized monitoring focused on stopping
a particular behavior that especially bothers you. If possible; note
the time of day the g;havior occurs, and do your specialized
monitoring around that time'to'determine the causes and intervené to

change the antecedent conditions.

g. After the year is under way try having a secret '"student for a day".

(as well as watching the rest of the class). Notice this student's
rule~-following, work behavior, and interactions. Make notes and give
him/her some compliments and suggestions that day and 1in the

' fo’lowing week.

Activitier for Prescription 7

% Activity 1 Re-evaluate your room arrangement after the first few days

and periodically Huring the year. Try to change areas that are difficult

to monitor ‘and be sure that you have a clear view of every student from

¢
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stations (e.g., reading circle) where you °spend time. Seat ''rule
DAY . :
breakers' and "rule benders' in easily monitored areas.

# Activity 2 Monitor "when. you are @frculating “during seatwork
T i . ,
activities. 4 P . ¥ :

e

# Activity 3 Dufing‘ one school day, 1list all the distracting and =~

interfering sounds that bothér you and your students. Decide which can

and should be eliminated, 'and train your class to be quieter. Watch your

-

" own voice level, too!

¢ . .
# Activity 4 Take a free moment (as when the musice or art. teacher

comes) to relax and to allow your reactions to your class and students to

emerge. You might find you are dissatisfied, you are soﬁewhat satisfied,
or that things are perfect. You may find “you are irritated with a
student. If you have some dissatisfaction; think about the following
_roots to some common problems. N ' Ny

1. You have given upgon correcting some misbehaviors. ‘ ’

2. Students misbehave because they are test{ng limits, or picking up on

lack of- firm conviction that rules and consistent follow through are

)

needed.

-
n

3. You could be disciplining the class automatically rather than
meaningfully. Perhaps you have fallen into the trap of thinking that

your responsibility 1is to comment on the inappropriate, behavior

rather than to stop it. For exémple, they may get noisy, and you
quiet them, but they get noisy again,.so you quiet them, etc.
4. You are allowing some students to misbehave and not others.

You've really stopped'noticing (or tried to ignore) some students'
misbehavior because it continues,in spite of your interventicas.
Other irrjtations specific to y*ﬁ‘ and your c¢lass could occur to you.
Note reasons they may be happeniﬁg, and when you get a chance, as when
driving home, try to figure out 1) why and 2) what can be done. How 1is
your attitude toward. and discipline of this problem different from some

problems you treat successfully? How 1is the students' - situation

different? Come up with a plan, talk over the problem with another

teacher, and put it into action!
Becoming aware of these small irritations will help you deal with
them, and will prevent them from turning into generalized tensions or

headaches.
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Prescription 8 - STOPPING INAPPROPRIATE BEHAVIOR
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Stop inappropriate and disruptive behavior quickly; it

won't go away b itself,

Q;. .

Rationale \/\
3

You shoul: quiékly stop most inappropriate behavior. This

establishes your system of rules and procedures as well as your

credibility. - ' o ¢
Inappropriate behavior thrives when ignored. = More studenls get

2 N D s .
involved in rulebreaking; disruption escalates. Some students may begin

to ignore some rules altogether and: view themselves as successful
classroom outlaws. " The class may decide the Léaéher cannot wmailntain
limits, or it may realize the teachér will not maintain limits. To
restore order at this point, the teacher must confront the (by then
untuly) group. Apparently then, monitoring 1is crucial to stopping
inappropriate behavior; you can't stop what you'don't see. -
Some Guidelines

Teachers use several simple procedures tc end inappropriate behavior
before iU escalates:’ : | ¢
1. Maké eye contact with the student until s/he returns to appropriaté

behavior.

2. Remind the child of the correct rule or procedure.

10y
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3. Ask the ¢hild to repeat or practice the correct rule or procedure.
; “’ ("What rule did you break?') v

o : s
4, ,Request or order the child to.stop the inappropriate behavior.

5. Impose;the consequence of the rule violation.

At times, you may find you a+ busy with a small group or whole
cl;ss less, énd.feel that stopping the lesson would be more disruptive
than allowing some mild misbehavior which is restricted to one or two.
students. In such a situation, if eye contact with the students can't be

made or isn't successful, delayed feedback may be most appropriate. Make

a mental note of the behaviof, and speak privgtely with the individual(s)

involved when you next have a chance.

, Oh some occasighs, ignoring small violations may be appropriate, as
when: ’ .
l. The problem is, momentary;
2. It is not serious or dangerous;
3. ﬁrawing attention to the student would interrupt the class;
4. The student i§ usually Qell behaved; and
5. Other students are not “avolved. N
In other words, any inappropriate behavior which- is nontrivial and

persistent should be quickly stopped. If you maintain this good control,
you will be able to manage your class more easily and you'll be more

relaxed. Your classroom will be a pleasant pilace for learning and’

o teachiing.

ol Activity for Prescription 8

\ ‘ Read Casa Studies N and O on the yellow pages following this sec-
. . oY
tion. These illustrate the effects of good policing, and the conse-
quences of no consequences. E _ .

li,

“ \)
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Falllng to Stop Inapproprlate Bnhagigz‘ggiiEEZ”’

5

Teacher tells class to open math books to
Page 148. Noise begins immediately.- Teacher
says, "Jose, I need your attention." (Actually,
she needs the attention of the whole class, -but
Jose was very visibly not paying attention and
climbing around under his desk.) The teacher
starts to explain some of the problems 1in the
mach book. Jennifer and Michael decide they need
to sharpen their pencils Wwhile the teacher 1s
going overs the instructions and they do so.

The: teacher doesn't say anything about it and
lets them both do it. The teacher asks,a ques-
tion-and gets all kinds df call-outs 1in reply -
some of them completely oFE base. -

- She makes no comment about this. The teacher 1is
- . still having to tell thos&..who haven t been pay—
T T ing -attention what page they aré on. She has

already said this about ten times to various
individuals. The teacher gets frustrated by the
nolse and 1inattention. )
So she decides to stop and sit quietly, hoping
that they will be quiet and listen to her. The
noise and call-outs continue, and 1if the students
are ‘even aware that the teacher has stopped the
lesson, they give no ~indication. After four
minutes (whlle 20 of the students are talking and
fooling around and three are waiting for the
teacher to resume) the teacher says, 1n a
slightly upset voice, "I can't talk above the
noisé and I won't even try.'

Students settle down a little bit but the major-
ity still do not give her their attention as she

continues the lesson. She resumes, but is con-
tinually: interrupted by the noise. Two students
have a brief fight in. the back of the room, but
she appears not o notice. Teacher tells one
student loudly to sit down. He does so, but has
still’ not opened his math bpok and she makes no
comment on this. Another ‘'student gets up to” look
at the spelling spirals. Less than half of the
class.is listening and doing the problems with
the teacher. The teacher has done nothing to
e remedy the situatiom. One student comes up to
the Leacher while she 1is talking and asks a ques—
tion. She says rather loudly, '"We are doing math
now, I don't have time for that sort of thing.'

Q ’ 109
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will be

"children,

The teachef/ should
have stopped all
activity and remind-

‘#d students of the

rule for no talking.
when the teacher 1s
working  with the
class. Instead, she
goes  after one stu-
dent, when many are

_being, inattentive.

The teacher should
stop students and

. require that they

wait. )
The teacher should
require thal hands

be raised. Now
would be a good time
to rehearse this.

The teacher should
stop all student
activity, and re-
quire that all .books
be . open. The
teacher should be
actively involved 1in

settling ~ the

children, not pas-—
sively walting.

The = lesson should
not be cont inued
unless students are
attendlag Things
are so far gone at
this stage that pro-
gress 1n the lesson
impossible
without more drastic
intervention. The
teacher may need O
separate some
or enforce
a '""quiet time', per-—
haps with hTads\down
on desks.




Several students are up and roaming around. Two This lesson 1s not

boys are playing with a wet paper towel. One 1is just an isolated
loudly slapping it in his hands as he wanders event,. It 1is symp-
back to his seat. The teacher says nothing. tomatic of a general
Instead she.tells the class that she expects them inability to gailn
to have all the math problems down on their student cooperation.
papers. Nolse continues while some of the stu- The time to do that
dents scramble to get to work on the lesson that is early, rather
has now been going on (or has been trying to go than later 1in the

Jqunl for the last twenty minutgs. Five minutes lesson. The teacher

' later she collects the students' math spirals. simply didn't stop
It is now dead time for the students for rthe next inappropriate behav-—
six minutes. One student gets up and switches on ilor quickly enough.
the overhead projector without permission. Then She let it build up
three more students join Him in fooling around until it forced her
‘with it. The teacher then tells them to sit  to terminate the
down. . The noise continues, and none of the stu- lesson prematurely.
dents are paying attention to the teacher. The

teacher just stands watching the class, saying
and doing nothing. :

[}
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- (CQF™ CASE STUDY O

Stopping Inappropriate Behavior Quickly
(excerpts from a morning observation)

I
It 1s the morning of the first day, and the
students are arriving at the room
and in small groups. Two boys enter the room
"goofing off." The teacher says in a pleasant
but voice, ''Okay, guys, quit fooling
They comply, get their nametags,
take their seats quietly . . . ‘

Later in the morning a,student bangs his
chair noisily on the floor. . The teacher immedi-
ately tells him, "Be quiet, please." '

firm

individually.

and

It is time for a break to get drinks of
water in the hall, and the teacher has told the
class they will. line up by tables. Jimmy,
however, immediately jumps up. ‘''What did I say,
Jimmy?"  No reply, he sits. "J immy?" Jimmy
responds, 'Huh?" The teacher states firmly,
“It's 'Sir' in this room, not 'huh'." The

teacher doesn't need to éPecify'that Jimmy must
sit down and wait for his table to called. Jimmy
knows this is what he was called down for. (This
is probably why he did not respond to the initial
question.) ‘
. . Jeffery starts talking to the

students at -

his table.. The teacher says, 'Jeffery, I'd like

you to move to this table,'" pointing to one in

the center of the room. '"There's been too much

talking at cthis table this morning,” referring to

his present table.”

The teacher directs the students to look at

a -sign posted at the back of the room. It has
"Leaders" 'written on it, and one student calls
out, '"Leaders!" ~The teacher replies; '"Yes, but

in this class we don't call out answers, we raise

our hands.'" He asks what leaders do and calls on

_various students with raised hands.

. . . Toward the end of the-morning two students
begin fooling around apd one of them shouts .out.
The teacher tells him, "Excuse me, would you turn

around and fate front." He does so, and the

fooling around stops.

~ These “are the disruptive . incidents that
occurred in the first four- 'hours of the first
day. FEach time the tgdgher stepped in immedi-

ately and firmly, but not harshly. On the third

day another observer .commented, 'This class 1is
already molded 1in terms of management and
procedures This teacher has good rappért
"with his students.'

-

From the beginning,
this teacher is
pleasantly setting
firm limits and get-
ting good results.

‘

Belng quiet with
chairs 1s an Llmpor-
tant precedent.

The teacher 1is es-
tablishing that he
expects all students
to listen and follow

directions, and td&
answer his ques-—
tions ..

The teacher has let,
the class know he 1is
aware - of individual

~and group misbehav-

ior, .and the he will
act on- that.

Consistently stop
those terrible call
outs from the start.

Consistently setting
limits from the
beginning 1is criti-
cal,
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Organize instruction to provide dearning - act ivities at

suitable levels for all students in vour class.

[y,

Rationale
One of the biggest challenges teachers face is:prdviding instruction
at appropriate levels for all their students. One characcteristic of

effectLve teachers is their ability to diagnuse students' academic needs

and adjust instruction accordingly, within practical limits. Organizing

instruction to increase learning time for all students, to maxilmize

efficient use of teaching resources, and to avoid frustration for both

students and teacher. requires planning and preparation. Following are

some guidelines and activities that should help you.

Usmg Curriculum Gmdes and Textbooks

°

First, a suggestion about plaanng your currxculum A good general

<

rule is use the curriculum guides, texts, and basals provided by your

school district. Curriculumy guides provided by ‘the district were

"prepared by experienced local teachers and supervisors. They ‘typically

contain many helpful suggestLons and things to watch out for, as well as

‘guidelines for content and sequenting. In addition to ‘core curriculum -
h

"

guides, there may be supplementary guides, focusing on cteaching special

content areas or certain groups of students.
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Somel tmes céachefs‘ decide they don't like the texts, basals,
ectc., édopLew{ by ctheir district or school. Or they mav not like the
sequence 1n which the material 1s presentéd. They are  tempted, for
example, rCo substitute other materials or Lo skip around in the
arithmetic text. Our suggestion 1is Eggjto do so, unless you have had

several years of experience with the age/grade level you are teaching
v \ :

this year. Mosr textbook” series, basa!s, and curri-ulum materials have .

been developed by reams of educators with considerable experience and
expertise 1in cthe area and grade level: for which \the’ materials were
prepared. The conLént 'has been organized tnto 1 logical, coherent
sequence. This structﬁre wiil atd vou; tf vou make drastic changes, "your
students will becleftiwithout>the organization prnvided'by'the materials.
Teaching ‘has plenty;Jof challenges alzeaay, wilthout the gdded task of

re-organizing a currjculum.

Whole Group Activities™ -

Prescription 6 of this manual recommended cthat for cthe first days of
school you use whole group dctivities in your class. Even after school
1s well underway you will p}obablyrcontinue‘to use a whole class format

often, when presenting information teo everyone 1n class as a group or

~when -giving all students basically the / same- seatwork assignments.

Properly used, whole group activitles have sgeveral advantages: they make

monitoring easler, they call for fewer ' procedures -and movement of

students around .the room,. and they make  it easier to check students'

progress and give- prompt feedback to everyone.

) Using whole class activities does 32£ mean that you don't‘;ecognize

and make adjustmencs for differences 1in gtudents'.academic levels within

your class. Consider these guidelines: | *

1. 1If you have one or two students whofare likely to have trouble with
whole cldss assignments, place-theée students' desks where you cédn
eastily kéep an eye on them during {nstruction and seatwork. As soon

as you; have given seatwork instructions to" the whole class, check

with the slower student(s) privately to go over instructions again,

‘makxn% sure of comprehension, providing initial help, or modifying

[ .
the 735Lgnmenﬁ. (If there are mpre than one or two students who need
j .
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initial help with the assignméﬁt,“treat them,as a small group, rather
~.thaﬁ have studen;s‘waiting for individual assistance from you.) ‘

2. Decide ahead ofp time your policy for students who do ‘nqt' finish
classwork in thekallotted time. Make private arrangements for those
students who reéily need more time ‘to Ffinish, but avoid -reutinely
announcing to the whole class that anyone who 1isn't finished with
their work can finish later.

3. ‘Provide enrichment materials for students who finish whole class
assignments early: These should be engaging, work-related activities
that will not distract other students. (See Activity 5.) ‘Set.hp a
system for giving feedback, credit ‘or recognition for completion of
enrichment activities. ,‘Centers and statfohs! (see below) aré also
used to provide enrichment activities for students. (A cadtioﬂ ~—- If
there is a frequent demand for extra materials from many students in
your class, you are probably allowing too much time for class assign-

ments or are not spending enough class time 'in active, teacher-led

Y T —

instruction.)

‘ s
-4, During class discussion or recitatjen, 'do not exclude any students

from full participation. One way to avoid the temptation to. let
faster students answer more than their ‘share of questions 1s to use
patterned turns, - systematically calling on all students.  When

*

possible, ask students questions they are likely to be able to

Eiiaacart S

answer.

.

Centers.and Stations

Centers and stations are areas where one or a few students can par— -

R

ticipate in activities designed for enrichment, review, or reinforcement.
They include listening centers, centers for special science or social
studies t%pics, librdary centers, and centers for math games or other

learning games. These may be permanent or changed often. Stations are

! . ) . . .
usually smaller than centers, accommodating only one student, at a time.

Centers and stations should not be used at the expense of basic instruc-

Mo T

tion. Start the year with none.ex very few. Others can be added later.
‘The best location for centers or stations 1is usually- along the wall
spaces around the room. This prevents a large mass of students from

ending up .on one side of the room or in one section of the room. Crowded

'
2
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areas shoula be avoided. Studeﬁ;s{ desks and work areas can then be
central in the room. This type of arrangement minimizes student contact’
and maxlimizes teacher "eye control" over the room.

It helps to have some system of monitgring the amount of time spent
in centers, such‘as the use of an egg timer on a statibn. Near each
center, post the rules and procedures for that center.

SOME GENERAL RULES FOR STUDENTS USING CENTERS AND STATIONS:

a Follow time “limits 1f the teacher has established them;
b. Use one center or activity at a time;
c. 'Put finished activity away before getting another one:
d. Use only whisperxvoices; : ' N
e. Wactch where you step (especially in the library center);
f. Pay atténﬁion\to'the limit for the number of students 1in an area
P ) ‘ at one tihe.
Introduce all.éenters a&dmstatiOns very carefully and specifically.
Teach rules and procedures for their “Use each time a new center 1s intro-
duced. ~(See.PrescriptiQn 5.) State the conmsequences of not following

center rules. (For example, if a student's name is called twice for not

using. whisper voice 1in the library center, he or she must get a book
immediately and feturn to his or her seat.) 1If a student, 1s abseﬁt.when
a center 1s introduced, ask a trustworthy student or the captain of the
center to teach the absent student the prOcedures.i (The captain 1s often
a stﬁdent sitting 1n a designated seat near the center.) Or, you can

review procedures for the whole class whilelintroducing the student to

[ -

“the, center.
§

. Small Group Activities
- Sometimes a whb1evﬁclass grouping 1is not .the best way to provide
.appropriate iqﬁ%gpction in, a particular subject. If five or six children
1aékuéSSen;iafg%killé or knoylg@ge to procéed with an asslignment, you

cannot ask everyone to wait in dead time while you review or -reteach

them, nor can you ignore them or expect to, have time to instruct each
individually.
Using small grouﬁ%\ can contribute to smooth running lessons by

allowing you to focus instruction where 1t is‘néeded most, and at the
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suitable level. Both cteacher and SLudent frustration 1s minimized and
efficiency is maximized.

When vou form 'small groups, here are some things to keep in mind:
Whether vou arq}ué;ng two, three. ?our;'ﬁf'gyen SLX "small groups, "
each group musp.be‘counzed equal c« thé others .n lmportance as you
plan and_ organize both the teacher—directed activities and - any
required independent ones.

W T
Dividing students into smaller 1mstructional groups should be done to .
meet '"clusters' of .needs. (For example, in a math class of.24} there
are six students floundering Ln,Additldn'facLs 1 through 10. Those
six can be clustered Logéther to work on those skills. The remaining

18 are then clustereé together to work on facts Il through 20.)

Remember that grouping allows vou to adjusr not only “level of content

‘but also teaching styles to meet the. needs of different groups. For

example, one group may be able ro handle longer periods of indepen-
dent work and moge activity choices than bthrs. Another .group may
ne%d more repetitions. Plan group work so that you can adjust nal
onfy what content you cover with each group bul how you teach .it.
(Some suggestions for adjusting instruction for low achieving
stﬁdents are given laLer in this secgidn.)

Using smaller groups doesn't have to be limited to instructional
needs. There are Cimes when soclo-emotlonal needs can be met as
well. A shy chitd could be grouped with a few confident and more
competent students. These Chilarenscould serve as models not only in
aéademics, _but’ algo iIn interpefsoaal relationships. However, a
teacher must know his or her students very well in order to make wise

grouping choilces.

The success of small group activities depends on your having workable
proceddres that are clearly presented to the class and consistently
used- Prescriptions 2 and 4 dincluded guidelines that should- be

followed in planning and using small groups.

. Q
N . R . e

. Adjusting Instruction for Low Academic Level Students
Many teachers feel they néed help in organizing instructlion to

successfully~teach low academic level students. Whether you have only a

few "low achievers' or a class in which many children enter with skills

b

1Y
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far below  grade level, it is important to keep "in mind that these

students may not benefit from the samevteaching scfategies that work with
average or‘high abilit? students who have ''learned how to learn' early in
life.

Find out if any. of your students have identified learning handicaps.
If so, get help from the special education resource teacher(s) in’ your
school. Ask for specific advice 1n teaching your mainstreamed
§tudent(s). What you will learn will vefy likely be useful in dealing
with alltof the lower 1eve1!students in your class.’ .

In many cases, students who are achieving substantially below grade
level come from disadvantaged or low socioeconomic status (SE! ) back-
grounds. Research has shown that these students achieve better 1n~\351c
skills when their teachers.provide close supervision, active\leaders\ip
and clearv structure in their classrooms. More specific ‘suggestioRs
(basedA on research results) for teacHihg low academic level »studenR'

T

basic skills are included in the chart on the next page. . .
‘ : \

P “ . N
v

Activities for 'Proscrlptiqn 9 N

) éEE}QitX 1 Case Study 0 shows how one teacher introduced small
reading group procedures in her 4th grade class. Before' planning small
group ingiruction or arranging small \g%eup work areas, read the case
study ang{;eviéw ?reéffiptiohs 2 and 4 o}\fhis manual . |

i # Activity 2 Read Case Study P describing the way an effective teacher

organized a morning's reading group activitjes for a group of very low . »
achieving boys. - Notice how the instructionQ{ organization the teacher
: \

used too« _into account the boys' attention '%Rjns and .their- need for

Qnd relatively close )

a frequent feedback, directions,  practice,
v ‘ N

supervision. .,

‘4% Activity 3 Read the curriculum guide provided by~;0urfschool. Check

with other teachers, your principal, or a supervisor to make sure you
have all of the guides that would be helpful to you. ‘ '
*' Activity 4 Start a collection of materials and actvatles that can be \

used as enrichment or extra credit activities. Set up a system for

student use of the materials, keeping in mind the guidelines in_this \

prescription.

O
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& Activity 5 Prepafé a poster, or bulletin board “display that lists

things students should do when they finish their work or have a few extra
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Research shows that .these things
WILL HELP '
Low academic level students

achieve basic skills

Research shows that these things
WILL NOT HELP ‘
Low academic iébef studénts
achieve basic skills

Time spent in structured learning
activities led by the teacher

Instruction broken down. into small

steps, short activities sequenced
by the teacher

Plenty of practice (repetition)
with véry frequent correction and

o

praise

A lot of supervision and help,
in whole class or group settings

Continuous teacher direction of
student behavior and activity

Miterials or questions at.a level
of difficulty at which students
‘have a high rate of success
!
l
| .
| Many 0ppor;ugipies'and much
| encouragement to answer teacher:
i questions
I

i
i :
| Mostly narrow teacher questions

| with a "right'" answer

Time spent 1n unstructured or free

time

Long, unbroken periods of seatwork
or independent work, with student
choice of activities or sequences

Little practice .

OR g
Independent practice without’
prompt feedback

Individualized, self-paced
instruction; independent work

Pupil freedom; situations calling
for much pupil self control or
self direction

Challenging materials or

questions, or work in which

students are not likely to know
- most of the answers

Few opportunities or little
encouragement to answer questions
frequently

Mostly open-ended questions

Non~academic conversation

O
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Research shows that these things
WILL ﬂﬁLP

Low academic level students

Research shows that these things
WILL NOT HELP

Low academic level students

achieve basic skills

Calling on non-volunteers or using
patterned turns to select students
to answer questions

Immediate feedback (as right or
wrong) to -students' answers ’

"Staying with" a student until he
or she answers a question

Short and frequent, rather than
long and occasional, paper and
pencil activities

égecific;ﬁ%aise for good

s
LN

L

:
¥
]

Covering material very
thoroughly

A lot of time.spent in teacher

- questioning, feedback, and

supervised practice
t

|

achieve basic skills

Selecting volunteers only when
calling on students to answer
questions

Not giving clear feedback to
students' answers

Quickly letting someone else _-
answer: leaving, a studént with~""
little .or no feédback

Games . art work, -a lot of interest
centers )

Vague or general praise or praise
when it isn't especially deserved

Covering a lot of material
quickly

A lot of class time spent in any-

thing else




A 4

ERIC

Aruitoxt provided by Eric:

(CaJ~ CASE STUDY P

Introductindg Small Groups ¢

In the third weok of school, Teacher P announced to her 4th grade
class that they would be doing two new things that day: working indepen-
dently and reading in small groups. She defined the word "independent-
ly," calling students' attention to a group of exercises on the front
board. They were spelling and language arts activilies that the teacher
knew students could do on their own. She gave directions for each
exercise, step iy step, orally doing the first of each type of activity
as an example. She questioned students to be sure they understood what
to do and gave them ample time and encouragement -to ask questions. The
teacher re—emphasized their working "independently" and told them that
now was their only opportunity to ‘ask questions; until ctheir reading

group mect.

Following . this presentation, Teacher P reminded the class that
students could go to the bathroom one aL a time, excepL when the teacher
was talking to the whole class. She announced that while she was working
with reading groups that day, students not in reading group could use the
bathroom, wash their hands, sharpen one pencil or get a drink of water 1f
necessary while they were doing seatwork. Children who had questions
while the teacher was with another reading group would have to wait until
they got to reading group to get an answer. If they’ had trouble with an
exercise, they were to go on to the next one. Teacher then asked if
there were any questions. There were none. She asked one child to
repeat to the cla%s what "they were Co dé when .not in small reading

group.

Teacher P called out the names of the Green Group (faster *group)
members, then had them raise their hands. Then she did the same with “the
Yellow (middle) Group and the Red (slower) Group. She pointed to a small
bulletin board where the names of -the students in each group were posted
below the group's color name. The groups would be called in the order on
the bulletin board: Red, Yellow, then Green. The signal to come to
group would be the timer bell. FEach group would last about 20 minutes.
Students were told to stack their books and papers quickly and neatly on
their desks when they were called to reading group. They did not have to
bring any materials to the reading group because the teacher would

._provide the things they would need. Teacher F stressed that she expected

the students to be very quiet coming to and leaving the reading circle,
so as not to disturb students working at ctheir desks. The teacher told
the class that she was very interested in hearing every student read, and
this WQEEE\Ef impossible if there were a lot of Lalking and noise at the
seats.

Teacher P then told the children that if they finished their seat-
work, they were to Lake out library books and read quietly. She asked if
there were any questions. = When' there were none, she asked for the Red
Group to come to the reading circle and the rest of the students to go Lo

work on the board work. Red Group moved quickly to the reading circle as

the tencher waited and watched them and the rest of the “class. She had
placed her chair in the reading circle so that she could monitor the
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- signal to these students ‘that ‘it was 1nappr0pr1ate to ask questlons whlle .

N

entire class while she was teaching thé small group. Once she noticed

three students talking at their seats. She stopped work in the small
group to quickly remind the class that she wanted complete silence during
reading group and that she was watching for-studefits who were particular-

ly good at following directions. Later during reading group, several
students raised their hands and looked toward the teacher. She noticed
the hands, caught the students eyes and shook her head. This was a

R - T

the teacher was in reading group

When the time was almost up for Red Group, the teacher remirded them
of her instructions about what they were -to do at their desks and told
them that she would check over their work after finishing with the second
group, the Yellow Group. With that she sent Red Group to their.seats and
rang, the timer bell. , She watched as Yellow Group students left theyrf;
desks and camerto the reading cirtle while Red Group settled to seatwork.

In Yellow reading group, she compleented the students for walking quiet-
ly and leaving their books stacked neatly. She anSwered their seatwork

questions before proceeding with' the rest of the morning's reading
activities. ‘ : :

Later during the year, Teacher O introduced new -activities in the
reading group routine, Such as llstenlng center activities or Language
Skill Box exercises. Groups rotsied from seatwork to reading group to
some other aetivity. Each change in class routine was cérefully planned
and introduced to the students so that they were capable of participatin
in the activities in an orderly way while Teacher 0O instructed reading wn

the small groups. . . s . . g
W
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(CZEFD Case ‘Study Q-

Organizing Reading Group Activities for
Low Academic Level Students
o

Teacher Q had a group of boys who were very low achievers in- read-
ing and who had great difficulty in keeping themselves on-task. Rather

than giving them independent assignments, as could be done with  some

others in the class, the teacher arranged their reading activities so
that he could give them small chunks of instruction and: fréquent feed-
back. He met with their reading group first. During instruction, he
asked many questions with relatively short answers, calling on each child
in the group in turn. He avoided letting any one student talk at length
or wander from the academic question at hand. In this way he was able to
keep everyone's attention focused on the work.

After carefully- going over directions, and -checking students'
comprehen51on of them,® the teacher dismissed the group to perform a

specific 3551gnment at ‘the listening center, where his voice on the

prepared tapé provided codtinuous direction. After they were finished
with that, the teacher met with them again briefly to check their work
and to give them another short 3551gnment They had about 20 minutes to

- work independently, although the teacher sat so that he could monitor

them while he taught another group. After doing their seatwork assign-
ment, they went to a Language Master machine (as prev1ou:ly directed by
rhe teacher) and practiced skills there while the teacher finished w1th

another group. Then the teacher quickly checked over the first group's

and other children's work and ended the morning's reading group actlvi-
ties. The result was that the boys were cngaged and attending to
instructions or actively practicing skills most of the morning because
the teacher had selected activities and arranged the schedule so that

they d1d not have to depend for long periods of time on theif own self .

control’.

o
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Prescription 10 - STUDENT ACCOUNTABILITY

T

- Develop procedures cthat keep the children responsible

for thelr work. ,f

3}

. Rationale

o~ \’\ . ! .

, From~-the. beginning of the school year, you will be arranging

learnLng aCElVlEL\§\€0d d_giving assignments rg uiring students to produce
q

s . \\
so\\thlng Your 1ntent, of,coU?w&h\gifhat the assigned work will aid in

the children"s learning and retention of\fﬁﬁbreagg,skills and knowledge.
. S

We can assume- that if students do not do the work,'theE\EﬁefL\Learning or
—

~—

retentcion will be diminished.. . ' T,
5 v o . .
You cannot count solely on students' intrinsic interest in learning
, , N
to motivate them to complete assignments, All jobs have some dull"
aspects, and children differ in their propensity for sustained effort.
— Therefore, it is desirable to have a system-or set of procedures to help
_ .
. T\\‘*~\\maintain a focus on accomplishment. While on the first day you may. give
—— ‘ ;
your class—some assignments to do just for fun, now is the time to teach
them that they are\\b\be\held accountable for thelr work.

We don't advocate an afﬁaaphere of unremlttlng striving ot cthe
force-feeding of learning Ob]ECCLVEb into already sated minds. A class-—
room should be a pleasant, relaxed ‘place for children to learn and to
develop: Bu% it should be work centered: Students 3hould be expécted to

RN .
» T
T -
O -I‘K,Lf

N EMC‘ ‘ . s-_l;,_ ‘ . . ‘ .
ﬂgmnﬁ . a o . f\\\\\;
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accomplksh SPECLflC tasks. In the activities. below we suggest some ways

to bring this about.

E"octlvo Accounublllty !Syttomo

Student accountablllty tor work has five facets, all of which depend

Ton-the teacher for their success:

-
a

1. Clarity of overall work requirements

: . Procedures for communicating assignments and " instructions to
’“1~s\\§TUﬂeats;\\;: .
3. Teacher monitoring of work in progress;

4. Routines for turning in work;

5. Reggfér academic feedback to students.

Give clear and séecifiC'instructions for ovérall work requirements.

a. Let children know before they start. working what paper- to wrlte
on, what heading to use,'whether or not to write on the back of
the paper, whether or not to color any part of it, how to number,
whether to use pen or peﬁcil, etc. \

Require that wdrk not done on time be completed at home or after

school. Don't keep extending time limits, or else children may

learn to dawdle to avoid work. - This assumes that' failure to

‘complete work is not because chi}dren lack hécessafy knowledge or
skills, ‘ -

Decide how you will ultimately deal with incomplete  work. You
may want to accept 1t and grade onl; what 1is done or to subtract
the part not done from the .grade.’ Or you may- want to return
incomplete papers to the students ‘tO' be turned in 2311. when
complete. Your actions on this may depend on the chlldhand the
nature of the work. (See 5a for one fifth-grade teacher's

system.) . : ¢

Péy careful attentlon at the beginning of the year to the
completion of assxgnments The first time 4 child fails to turn
in an assignmeant (for which there is no apparent reason), talk

it.  Follow up. If the child needs help, glve'

with him/her abOut,

it to him, but" req%lre that' the work be done N
" If a child neglects two 3551gnments consecutively or begins a-

pattern of skippiég occasional assignments, call the parent(s) or

= N . R
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send a note home. Be friendly, be encouraging, but insist that

the work be done. ‘The underlying principle’ is the same as with
inappropriate behavior::  Stop it quickly and there'll be fewer
problems in the long run. '

2. Communicate assignments and instfuctions so that every child
pnderst;nds them ’ - ’
a. Put assignments on the board where all th; childrén can see
them. , |
- - b. For primary‘grades especially you might aséigﬁ a color to each
reading groﬁp. Then.wbut ~asterisks of colored chalk be;}de
assignmehts on the board to indicate which assignments each ‘group

1s to do.

c. Go over instructions orally with the class, indiéating where they

-are written on the board. ( | 5A l
) d. Demonstrate with a sample paper when apprc.riate- tape ; sample
worksheet to the board beside its‘directions.

e. After giving instructions, ehcourage the children ‘to ask qugé—
tions and/or give examples that'will help you determine their
understanding of what théy are to do. |

£ Remember, the simpler the instructions,: the more likely the stu-
dents are to complete them correctly. ‘

1

3. Keep track of what students are doing.

a. Whenever students begin ani seatwork assignment (not just a

test)} walk by each child to see that he or she understands and:

can do the assignment before turning your attention away from, the

class for any extended time. Going only to those ‘children who

raise their hands for help may cause you to missuthoge who hes i~

ally doing “the work incorreétly.
b. Go around to each'student between meeting with reading groups.to
be sure students are doing .the work correctly and are continuing
to be on-task.

4. Establish routines for turning in work.

a. Estab@ish regular procedures for studen;s'"turniﬁg in completed.

] N A / :
. work and for your noting whose papers have and have not been

tutned in. Example: One first grade 'teacher has students put

: : - . 129 :
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tate to-request help or who think they understand but are actu- -
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completed work in their individual mail boxes. Then at a glance,

- : "~ she can tell whose boxes are filled and whose are lacking
assigned papers. Another teacher has students put“~compieted

papers on a certain corner of their own desks. She can spot
these and also check over them as she walks by. ‘ ‘

b. Decide'on several workable systems for getting students’ com-
pleted papers to you; and when assigning work, make it clear ° ) -
‘which System they are to use. Spelling tests, for example, might
be passed in a given direction with no talking until you have
them all in your hands. Workbooks might be stacked in a

designated spot,” and papers relegated to labeled baskets.

c.- Consider locations for turning in work -in terms of your seating
. R o /
‘arrangement . Turn—in spots are high traffic{/areas and can be
distracting to nearby students IR

5. Provide regular academic feedback to student——cheok their work'

a. Schedule regular times during ‘the day to cWeck the work of the
}precedlng pevlod so: as to to be able to he}é those with problems
before they /get too far . behind. Example One fifth-grade

v teacher calls students to her desk one at/ a the several times - a
"day. They bring their work with them or/discuss with her face to
face why they have ndt finished it -ﬁnd they watch her put a
grade in her gradebook for their wizhf An incomplete'overdue

paper gets a U in pencil, subject t6 change when the paper 1is

l

1 . completed 1ate>\the same day' a lejlng paper gets a zero unless-

the m1$s1ng asslgnment is homework and the student has a note

from parents excusing him/her. This system. provides students

with immediate feedback as to their progress and/or help for

those\yho need it. ‘ T~

b. Check student work and returnv? . to them within one day of their
P _ completing 1it. " That. way t;f children will benefit from the

feedback and yod'll keep tradk of who's completlng asslgnments

If you find yourself bogged/ down with work to check, have y0ur
e _ students help you. They can exchange papers, or check their own

(occasionally). But be sure to use work that they are capable of

checking accuratelyk\Tﬂke ar1thmet1c worksheets




c. Have a special .place to display good work . Change the work
régularly and make-. it clear what 1is good about the work
displayed. This commuﬁicateq a high regard for careful work. (A
brief note here: Do not make . standards for ''good" so stringent
that some children can never meet them. Effort may be a more
épprOpiiatg criterion in some cases.)’

d. Have .students take graded assignments home regularly for parents
to sign and return. Be sure this.inclddes good as well as poor
onk;:having their parents sign good work will be rewarding and
will help motivate students to "keep up the gbod work."

e. Consider having students regularly correct their work after you

» have checked it. Decide how you want this done (e.g , in the
mergin, on a separate correction sheet, etc:) and how you will go
about checking these. ‘ ' ’

f. Have children keep a record of their work Ste s on é ladder or
‘circles on a caterpillar to <color 1in ~for each completed

assignment can spur lagging workers.

‘Activities for Prescription 10

# Activity 1 Read Case Studies R and S, which illustrate methods .
teachers use to keep‘students responsible for their work. i

# Activity 2 Ask y0ur§e1f the questions on Checklist 10.1 to be sure

you have considered all the elements of a good accountability system.

N




CZ@=’CASE STUDY R

Maintaining Student Respon51b111ty for Work

The class worked under a contract system for language arts whieh
included reading, spelling, and SRA. = Each student had a folder which

" contained. his contract and in which he filed his work. These folders

were kept in little boxes where the teacher had easy access for checking
work. There were also folders for math work. ’
The teacher always checked, marked, and haggeq;pack all papers to

the students. Sometimes she did this overnight, sometimes she had them
‘bring papers to her as they finished, sometimes she took a little extra

time 1in class to check work. - Occasionally, a student would. be handed
back a paper with 1nstruct10ns to do it over again, 1f it was all wrong
or carelessly done. - Sometlmes at the end of reading, she would take time

to walk around and check work, not necessarily for correctness, but just
for "doneness." The teacher generally kept close tabs on how each of the
students was progressing. She would make lists of students who had not
turned in work and the next day call these names, saying, "I 'need a
spelling paper from these people , . ." (or whatever). °

Those students who completed contracts or Ffinished work for the day
had their names posted on the board under the heading ''Superpeople.' She

. also sometimes handed out certificates of ''good performance."

This teacher used a system of colored chips for both behavior and
academic reinforcement. The class earned blue chips for good behavior,
being -quiet and orderly, working steadily, finishing assignments, doing

neat and correct work, etc. They received red chips for bad behavior,

poor work, work not done, etc. The teacher would take the number of stu-

‘dents who had compléted cheir contracts for the day, and add that number

of blue chips to the pile. Likewise, the number of students who did not
finish equalled the number .of red chips added, to .the stack.

sz;: CASE STUDY S ‘-

Maintalning Student Respon51b111ty for Work

The - teacher lets the class know that he takes pride in his work
and cxpects the same from cthem. He stresses that their work is very
important. He -expects all assignments to be completed: ”Do not start
another jbob until you have finished what you are working on." He does
not give them a choice between finishing it tomorrow or taklng it home to
do. There is a special bin on-a table where [they turn in all of their -
work. ~ "I'll take ir home tonight, check it,| and hand it back to you
tomorrow. I have a speCLaL notebook -where I mark all. the work you turn
in." If the students do dot finish a paper (¢specially because of daw-

dling or fooling around) they are required to| forego all free time and

preferred activities until the work 1is completed

!
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‘/ CHECKLIST 10.1 ‘/

Accountability

Question

Answer

What is your policy regarding

a. Heading papers

b. Writing on back of paper

Coloring or drawing on
paper

Use of manuscript or
cursive

Use of pen or pencll
Late work

Incomplecé work

do you intend to
PosL assignments

Explain assignments to
various groups

Keep students working from
qne assignmeat to another

For effective monitoring VE
work, how-and when will you

Make sure you get around to
all students, not just the
distracting or .demanding -
ones '

Look carefully enough at
students' work—in-progress
to catch errors ’

*Especlally for primary grades
**Especially for intevrmediate
and upper grades




CHECKLIST 10.1 (cont.)

Accountability

Question Your Answer i
. ! |
: |
4. How do you want students to
T oburiein work, in regard to
' a. Where they should put it
b. How they should pass papers
in e
c¢. How you will keep track of
"~ whose work is and Is not .| _
turned in. ' i i
:‘;iﬂ"\" f)‘;.,,‘.., ~
o T
5. What will be your policy "
: regarding
a. Checking for tumned in '
work , .
. b. Work not turned in:
1. On time
2. By the end of the day
¢c. Specific feedback
1. Grades ;
2. Written comments
‘ 3. Graded by student or
teacher
‘ d. Criteria for displayed
work
> e. How and when to return
papers to students , " L
f. Having students correct
their papers k
. .o M A
%. Checking and returning
corrections
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Prescription 11 - INSTRUCTIONAL CLARITY

Be &
S |
directions to your students.

ot B . . .
clear when _you present 1information and give

Rationale
. o . s -
Researchers have identified clarity as an important part of effec-
tive teaching and classroom ‘management. Clear ~instruction of academic
content .helps students succeed and learn, and minimizes confusion and
discouragement. When sﬁqdents receive clear directions; they know what
te do and they will be better able to follow procedures accurately and
promptly. .

Of course, just wishing to be clear and precise won't make it
happen; the skill muét be acquired and practiced. Furthermore, you need
to be able to recognize whether you are being clear or confusing. Too
many times teachers give explgnations that EEEX find perfectly clear, but

which leave their students befuddled.

lllustrations of Clarity -

J

o . : . . .
- It is necessary to be able to distinguish between clear and unclear

communication.* Some common examples of being unclear and clear are

A included in the"table wﬁich follows.

4




;foor Clarity

Being Cleéar

Not telling students what they are
expected to learn.

Using verbal mazes, that is,

starting a seritence and st0pp11g to

start again pausing and repeating
words ‘to buy time, halting in
mid-sentence.

Presenting information or
- directions out of sequence;

-starting and stopplng in the middle

of a lessont-

A
Moving from a major topic or skill
to another without signalling the
change.

Giving directions or procedures
for an activity too quickly.

Inserting extraneous information
into the lesson. Interrupting the
lesson's flow with irrelevant
comments or questions.

Presenting concepts without ample
concrete examples; teaching skills
without sufficient demonstration
'ﬂﬂd practice time.

Hsing phrasing and vocabulary that
is overly complex for the
dpv/grade level.

Over-using negative adjectives and

adverbs, such as ''mot all rocks," igneous rocks,'" “one-fourth of the
"aot many countries," ''not very countries,'" "upset " or :
happy " ' "annoyed." ., ;
5;
/ |
/ ‘
i %

O

Stating lesson goals; listing’
major objectives on the board.

Presenting information in the
appropriate sequence: emphasizing

B

important points. ; '

Working from an outline with
complex content and providing it
to the students visually (e.g., on
a transparency or board) as well
as orally

‘Preparing‘students for transitions
by giving them warning; telling
students what to expect and why
the activity has changed.

Glving step-by-step directions,
making sure that everyone is
following them.

Sticking to the topic; making
certain that the maln concept 1is: .
understood before adding ‘
complexity; teaching basic skllls%

i

to an overlearned (highly '

de-ealoped) level before prespntlngS

retlnemdnts

Having many, varied examples;
planning ‘adequate demonstrations
and practice time. |

Using words that the students™
understand repeating and
restating major polnts and key
ideas: checking frequently to see
that students are with you.

Being 'specific and direct: ''the
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Poor Clarity ’ . .Belrg Clear
! B - - / .

i
!
7

Using ambiguous phraaes and . Re[errlng to/the concrete object
pronouns with vague or whenever pO%SLblL; using the noun
unidentifiable referents: these; along with the pronoun: these
them; things; etc¢.; and so forth; bacteria; this sum; those

maybé; more or less‘ this thing; . problems ﬁll of the spelllng

all of this and so on; you know words on page 20.

Being vague and approximate about Being as/prectse as possible.
amount - a bunth, a few. a couple, Spectth information is more
‘some; ' ‘ interesting and ecasier to remember
likelihood == may might, chances than vague facts.

are, could be,“grqbably, sometimes; /

naturg —- aspects, sorts, kinds. /

7

Nee 0w . :
As you can tell “from the examples ln/the preceding table, there are

many ways to run aground when attem ting clear sailing through instruc=—
y y g P ﬁ g g

'tlon\ The problems in the examples, gnd their solutions, have spvera]

".

major themes. First, the teacher must have a very clear 1dca of what 1is

to be taught and how X Therefore, 1ann1ng is essential. Second; the

teacher must communicate: the information so that students understand it.
by ' C o . -

Thus, the teacher's awareness of the students' comprehension is critical.

Third the precision andi clarity of the teacher's oral expression are
. - : ‘ 1‘ - . '-——‘————————‘M
important; sloppy speech h%bits cause vagueness.:

‘1 o

3

Communicating Cleafl}y

Many things can be do e to lend clarity to instruction. Several
suggestidns are 1lSth belo% You very likely are using some of them
already. However, all of the suggest;ons merit serinus consideration and

a try-out. Clarity ‘is a keyiteaching skill and one which rarely reaches

perfection!
1. - Try to anticipate the pfoblems and difficulties stuydents-are likely
' to have when ybu introdude new concepts or skills. Be especially
alert when you are teachinf content for the first time or if you are

new to ‘the age/grade level

Ed

a. 'Read carefully the teagchers' manuals and curriculum guides pro-
1

¥

i

vided by the district. These resources often discuss common stu~

dent d1ff1cu1t1es ‘as wkll as provide useful teaching ideas.

y 139 |
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b Do the students' assignments yourself. Acﬁually work the prob-

lems, complete the worksheets, etc.” Doing this will give you a

better idea of the task facing the students.

Ask experienced teachers about common student problems and how to

c.
Organize your instructilon into a coherent sequence, keepivg in mind

deal with them.
the capabilities and pfior learning of your students.
a. Your teacher's manuals and curriculum guides Yilimgfgd‘be very
® useful in planning your instruétional sequence$4fo; each lesson
Pay attention to the suggestions,for%iﬁt;oducihg the activityi
and for suggested steps to completing it. - .
b. If the activity involves complex content or procedures that are
, unfamiliar to you or your students, prepare an outline to use to
d guide your instruction. ’ ’
3. AS you talk to the class, be aware of whether your 'students are
comprehendiﬁg your instruction Don't wait for a unit test or an
end-of-chapter assessment to find out that the class was fogged over'

2
Ask students to repeat directions for procedures or main points
chagrined!) at

for the last week!
You'll be amazed (and sometimes

a.
instruction.

of
comprehension and ‘to find out what needs reteaching or

But this is an excellent way to check on student

what you hear.

When you are teaching a skill to a small group or to the whole
performance throughout

re—explanation
the cgrrect

of

b.
look for examples
Even if you have stu-

class,
the lesson from all the students.
. ¢

°
c. Check student work and assignments daily,
dents check each other's work, you should collect it and look it

over for errors or misunderstandings.
When you are teaching content that requires knowledge or compre-

d.
hension, as opposed to some readily observable skills, plan ques-
idea to have

tions for the class on key topics or points, in order ‘te check
the - lesson. It is a good

comprehension during
answers on their own sheet of paper). Have students immediately
snow of hands to see how well

" everybody answer these questions (i.e., have them write the

chech their own work and «sk Ffe¢r a

} : ‘ ‘ .MO ‘-[Jl)k

s
. ‘ 1]
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the class did. Or, circulate qu%ckly and look at student work

You'll quickly determiné how well the lesson 1is going!

4., Practice good oral communf%ation skills. y

2

a. When planning—instruction, -check .for vocabulary _students may not
know, and use words the students understand. '

b. "Make a habit of writing words and their definitions on the board

¥ . w

e

anytime you use a term which may be new to some of your stu-

dents. ° o
c. Watch out Ffor those nasty negatives, -ambiguous phrases, vague
g Yy : :
referents, and uncertain quantities. ,Use clear, precise

language. Unfortunately this aspect ,of speech is one for thch
$elf-awareness is difficult to attain, because ,we all hear and
practiéé imprecise language every day.k'what you'd like to avoid
is any possible interference with your teaching.

- a
°

+~

o

i

3
Activities for Prescription 11
# Activity | Read Case Study T. It illustrates unclear and clear

instruction in a social studies class. As you read the two contrasting

descriptions, think about how they differ with respect to the specific

guidelines on the preceding pages.

a

# Activity 2 Tape record a lesson and play it back, listening for

various aspects of clarity and vagueness.

. ( 141"
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(Ceyy~ CASE STUDY T

I
Clarity of Instruction

Unclear Instruction

"All right, children, let's settle

down and get quiet. I want you
all to get ready for social
studies. Shhh . . . Let's get
ready. Alice and Tim, I want you
to put those worksheets away. We
need our books and notebooks."

a

& N

Before everyone is settled and

ready, she continues, "Okay, are
we all ready? We're going to read
chapter 7 today, on pages 55
through 60. It's about Italy.
You probably know some abgut Ité%y
already. How many of -.you 1like
Italian food?" (Children raise
hands.).  John replies that ‘he
likes to  eat spaghetti . at
Gianni's. Teacher " comments that

Gianni's restaurant is good but
expensive. Few of the children
know where this restaurant is, and
the teacher answers some questions
about its location. She then asks
what other kinds of Italian fooad
the children like, and Marsha says
she likes Straw Hat spaghetti.
"Okay,. you mentiored spaghetti,”
the teacher says, trying to steer
the | conversation onto Italian
dishes rather .than restaurants.

"Italy i1s in southern REurope, down
by France and the Mediterranean
Seas. It's a peninsula in’ the
HMediterranean. There are a lot, of

>

‘-ing "Italian foods:

. the board as well.

~ Italians are

- Clearer ¢Instruction

"All right, child¥en, I want
all of you in your seats facing
me for social studies. Now, 1
want you to get out three things:
your social studies book, spiral
notebook, and a pencil, Put
everything else away so that you
just have ‘those three things:

the social studies. book, the
spiral notebook, and the pencil
out on your desk."” As students

-get out their wmaterials, _the

teacher writes "Social Studies,
page 55, chapter 7 on Italy" on
the chalkboard. She waits until
students _ have their supplies
ready and are listening before
she . begins, talking.

<
v

"I bet ‘that you all know some
Italian things already. Who can®

mname an Italian food?" Julie

says she liﬁes: Gianni's .spa-
ghetti., "All right, spaghetti is
one," the teacher repeats, writ-
spaghetti”
on the chalkboard. She collects
other examples and writes them on
"Is anybody
here Italian or. part Italian?”
she asks. Randy says that “his
mother 1is Italian and his father

is Greek., "Okay, so you'wre half
Italian,” the teacher says, and
asks him some questions about his
heritage. . She comments that

typically " “white
people who have dark hair and.
coloring, like -Randy, though some
Italians from the northern
mountains in Italy are® blondes.

"Now, I want all eyes on me.'
The teacher gestures -to the world
map next to her, and says the
children should raise their hands




Unclear Instruction Clearer Instruction

beautiful islands in the Mediter-— if théy can show the class where

ranean off of Italy and Greece as Italy is. Several raise their

P well. Sardinia and Sicily .are hands. Teacher then has Maria
P islands that are part of Italy. read' the names and show the class
’ Corsica, GCapri, and, some other where France, Switzerland,
islands like Crete and Cyprus are - Austria, and Yugoslavia and the

in’ the same part of the world, but Mediterranean Sea border  on

° they don't belong to, .although Italy. The teacher comments that

they may be close to, Italy. You - Italy 1is ‘in Europe, and 1is a

could turn to the map of Europe large peninsula shaped 1like a

that's in your text to see where . - boot extending into the Medi-

ltaly is."” terranean  Sea. Shee writes
"peninsula” on the board, sound-

2. ing the syllables as she writes.

Since students have had the word

once before, she calls on a
student to define it.

e

After the short- chaptér is read - ¢ After the short chapter 1is read

aloud in class, the teacher says, aloud in class, the teacher says,
"Do Questions 2, 3, 4, 8, and 10 "Look on page 60 at the bottom.
at the end of the chapter. Do you ', Copy and answer Questions 2, 3,
all have that? Two, three, four,, = &, 8, "and 10 in, your,‘spirals.
eight, and ten.” - We'll* "work on this for 30

minutes, wuntil 10:30, and then
discuss them and pass them in.

& [ . . .
If you finish early, o on with
the math assignment.” Tzacher
. writes~ "Page 60, Numbers 2, 3, 4,
8, and 10" on the board and then
- - ' moanitors the class to seec that
the students are orieited and
beginning work. ;
t
. . .
- ’ I's
. o T
y . : . L44 L) o
o L I

EMC ’ . » )
R - . ' N . -

o B °




