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Mrs. Townsend’s 6th Grade Science 

Classroom Procedures         2022-2023 

--------------------------------------------------------------------------------------------------------------------------------------- 

PROCEDURES 

 

Entering the classroom: 

➔ If my door is closed, form a line behind the door.  Wait patiently and quietly for me to open it.  
Do not knock. 

➔ Enter through front door in an orderly manner   
➔ Quietly take your seat.  Grab a pencil out of the bucket if needed.  These will be returned at the 

end of class. 
➔ Have Science notebooks, folders, and materials out on the desk and ready to use by the time 

the tardy bell rings. 
➔ Hang your backpack on the back of your chair to keep aisles safe and free of clutter. 
➔ Immediately begin working bell ringer (will be checked daily & turned in on Fridays for grade) 

 

Bell Ringer: 

➔ Read and Follow the instructions that will be written on the “Bell Ringer” board.  Students have 

from the time they enter class until 5 mins after the bell has rung to complete the BellRinger. 

➔ IF the instructions say the BR is on the screen, then work it on your Weekly BellRinger Sheet 

➔ IF the instructions say to complete a worksheet, then complete it, then STAPLE the worksheet 

to the BACK of that week’s BellRinger Sheet. 

➔ IF there is an informational sheet that you will use in order to answer BR, then take 1 from the 

middle plastic drawer beneath the BR board.  Return it to the drawer once BR is complete. 

➔ Bell Ringers will be submitted on Fridays for a grade.  We check them daily, so as long as you 

are paying attention and correcting your work, you will receive full credit.   

◆ If you are absent any day between Monday and Thursday, then it is your responsibility 

to copy any BellRingers you missed from your table partner 

◆ If you are absent on a Friday, then the bell ringer will be taken up in your absence and 

passed in with the rest of your tables’ sheets. 

 

Taking Attendance: 

➔ While I am taking attendance students are to remain quiet and complete bellringer. 

➔ When your name is called, raise your hand and loudly & clearly say “Here!”  Raising your 

hand helps me to get used to matching your name with your face. 

➔ No getting up and moving around, sharpening pencils, or fiddling around in backpacks during 

attendance. 

 

Tardies: 

Students who enter class after the tardy bell has rung will be marked tardy (late).  Come into class 

quietly without drawing attention to yourself.  Place your tardy slip into the top drawer of the white 

bucket right inside the doorway.  Get your materials out, and join in the lesson. 
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Trash: 

Raise your hand for permission to throw something away.  No one will be allowed to get up to throw 

trash away while I am teaching or giving instructions. 

 

Classroom Dismissal: 

➔ The most important thing to remember is the bell does not dismiss you.  I will do my best to 

wrap up the day’s lesson a few minutes prior to the end of the period to give you time to pick 

up/pack up your things, and copy HW down, if any. 

➔ IF the bell rings while I am still teaching, you will quickly and quietly pick up your area, put your 

materials into your backpack and WAIT for me to say “Have a nice day!” 

➔ Use the BACK door and WALK quickly to your next class.  Do not stop and wait on or talk to 

your friends. 

 

Transitions: 

Transitions include taking out materials, putting materials away, getting into small groups, rotating 

stations in carousel activities, etc.  It is VERY important that we transition smoothly from one activity 

to another to avoid chaos. 

★ I like to use the 10 second rule when transitioning.  It should take no longer than that to do any 

of the activities mentioned above. 

★ We transition quietly without talking in order to keep noise minimal. 

 

Housekeeping: 

➔ It is your responsibility to make sure that your desk and row are free from clutter. 

➔ Tables should align.  They should not be pushed “out of whack”. 

➔ Push your chair under the table any time you get out of your seat to keep others from tripping. 

➔ All materials (except for Science notebook, Science folder, and a pencil) should be kept inside 

the backpacks until needed. (Ex:  a student should not have 5 pencils on their desk at one time 

or drawing paper out on desk) 

➔ Backpacks and purses are to be hung on the back of the chairs.  Students should not be 

digging around inside of these items during class unless I have asked them to get something 

out, such as colors, markers, or highlighters. 

 

Distributing/Taking up materials: 

➔ When I am passing papers out, students are quiet and not talking.  Occasionally I will choose a 

helper to help pass papers out.  Those students are to distribute papers quietly and 

respectfully (no throwing papers at or snatching papers away from another student and no 

skipping them on purpose) 

➔ When I ask the class to pass papers up, students will pass their papers up one student at a 

time.  Starting at the back of the room, the student who the papers are passed to will put their 

paper on top of the stack that was passed to them, then pass the stack on to the next student. 
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➔ When we do any lab or investigation that requires group materials, a “materials manager” will 

be assigned and only that person will be in charge of getting the materials for their group and 

taking them back up once finished. 

 

Sharpening Pencils: 

➔ Pencils should be sharpened before class begins, but in the event that they break during class, 

you are to hold your pencil in the air until I acknowledge and give permission to go to the pencil 

sharpener.  

➔ I don’t always stop talking to acknowledge the pencil in the air.  Sometimes, I will just point to 

you and either nod my head yes or shake my head for you to wait a minute, so if you are 

raising your pencil, you should be watching me for the signal. 

➔ IF given permission, you may quickly and quietly walk to the sharpener located at the back of 

the room on the brown shelf, sharpen your pencil, and sit back down quietly.   

**You are allowed to bring mechanical pencils instead to keep from having to go to the 

sharpener, but if you are caught taking the pencil apart or playing with the lead, then you will 

lose the mechanical pencil and be given a wooden pencil for the remainder of the period. 

 

Bathroom: 

➔ You should go to the bathroom before coming to class, but in the event of an emergency, you 

will make a fist and raise your fist in the air.   

➔ Do not wave it around or bounce around in your chair.  Just hold your fist quietly above your 

head and I will acknowledge you.    I will either give you a “yes” nod  or hold my finger up to 

wait until I have finished speaking.   

**If you feel as if you are about to get sick in class, you DO NOT have to wait for permission.  

Quietly and quickly leave class, grab the trash can by the door (in case you don’t make it) and 

go straight to the bathroom.  At that point, you will be sent to the nurse and not allowed back 

into class.  I will collect your belongings and send another student to the office with them. 

 

Borrowing Materials: 

➔ If you forget your notebook or folder, then you are to grab extra loose leaf paper as you walk 

into class.  It is located in the bottom plastic drawer under the BellRinger drawer labeled 

“Loose Leaf Paper”.  You are responsible for copying the work back over into your notebook 

once you get home or placing the notes into the prongs of your folder.  (Looseleaf tends to get 

lost or torn up/crumbled in backpacks) 

➔ If you forget to bring pencils, then immediately grab a pencil by the pencil sharpener before 

taking your seat. 

 

Getting your attention: 

● “Give Me 5” - This means “2 eyes watching, 2 ears listening, 1 mouth closed”.  When you hear 

me say this and begin counting down, you should immediately stop what you are doing, look at 

me, raise your hand as well, and listen for instructions.  If I get to 1 and you are not quietly 

awaiting instructions, then you will lose points. 
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Working in Groups: 

We will be working in groups a lot this year.   

➔ All students are to be respectful to their group members. (no rolling eyes or complaining about 

who you are assigned to work with, no arguing, share the materials) 

➔ Every student is expected to participate in group work and do their part.  Any student not 

contributing to the activity/discussion will lose participation points. 

➔ Keep conversations FOCUSED on the task at hand.  No extra-curricular conversations during 

group work. 

➔ Remember, there is no “I” in TEAM.  Help each other, try to answer each others’ questions, 

participate, and cooperate.  **All group members are expected to help clean up their work 

area after an investigation** 

 

Individual Work/Notebook Work: 

➔ Any time you are to be working individually, there is to be no talking.   

➔ Keep your eyes on your own paper unless you are told to work with a partner or small group. 

➔ Do not scribble in your notebook or waste pages.  We have 7 units and will need the entire 

notebook to record vocabulary, notes, lab results, and draw models.  Each section will be 

designated for one of the above. (Section 1 - Science principles, Section 2 - vocab, Section 3 - 

Lesson notes/models/etc.) 

 

Class Discussions/Whole Group “NORMS” 

➔ Students are expected to participate in all class discussions.  We are to be respectful of each 

other and not interrupt when other students are talking. 

➔ We respect others’ opinions, right or wrong, and do not make others feel bad about their 

answers.   

➔ We work as a community and support each other.   

➔ We are active listeners, meaning we are looking at the speaker, not writing, making noises, 

or playing.  We build on each other’s ideas.  

(ex:  “I would like to add on to what Joe said about ___.  I think ___”  OR  “I respectfully 

disagree with _____.  In my opinion, ____”) 

 

Incentives and Motivation 

➔ I give out various prizes and candy for students who model good behavior, go above and 

beyond, think outside the box, and make high scores on tests. 

➔ I also use Class Bingo to help students be accountable to others.  Each class is given a bingo 

card (to be displayed on the wall).  On days that everyone in the class performs well, the class 

receives a daub on their card.  When the class gets a bingo, everyone gets a treat. 

 

 

 

 

 

 


