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Procedures for Room 50 
 
Procedures are a part of life.  We follow procedures for using a cell phone, boarding an 
airplane, approaching a traffic light, and attending a sporting event.  The reason we have 
procedures in life is so that people can function in society knowing the acceptable and efficient 
ways people do things. 
 
There are also procedures in this classroom.  These procedures establish our classroom 
culture. 
 
Entering the classroom and starting work 

1. Enter quietly  
2. Get lab notebook & handouts 
3. Copy HW into agenda 
4. Begin “Do Now” assignment 

 
Getting your attention 

1. If you can hear me… 
…clap once 
…clap twice 
…clap three times 

2. Stop what you are doing 
3. Turn your body and make eye contact 
4. Listen carefully 

 
Asking questions during instruction 

1. Raise your hand quietly 
2. Wait to be called on 
3. Ask a relevant question  

 
Asking questions during labs and group work 

1. Ask three students before asking a teacher 
2. IF your question is still unanswered then submit a question card to ask Mr. Calaski a 

question.  Each group only gets three question cards per lab or project.  
3. All group members must agree on the question 
4. The rest, you problem solve your way around it.  

 
Movement of papers 

1. Papers will be distributed to the first person in each row 
2. Take one and pass the rest to the person next to you 

 
Submitting work 

1. Make sure your name and section are clearly listed on your papers 
2. Put your work in the black inbox located at the front of the classroom  
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Class dismissal 
1. Clean up 
2. Push chairs in 
3. Gather all personal belongings 
4. Wait for Mr. Calaski to dismiss you with “have a great day” (not the bell) 

 
 
When you are absent 

1. See Mr. Calaski as soon as you return 
2. Copy missing assignment(s) into agenda 
3. YOU are responsible for  

turning in missing work. 
 
Bathroom / water break 
 Before or after instruction only 

1. Ask for permission to leave the room 
2. Fill out PASSPORT completely 
3. Get teacherʼs signature 

 
Turning in late work 

1. Fill out a ”PINK SLIP” (student responsibility card) 
2. Sign it 
3. Staple it to your late work 
4. No Late Work Accepted Without A Pink Slip 

 
Sharpening pencils 

1. Wait for teacher to stop talking  
2. Quietly go to pencil sharpener (do not ask to sharpen pencil) 
3. Use electric or hand sharpener 
4. Quietly return to desk 

 
Sharpening colored pencils 

1. Only use hand sharpeners for colored pencils (Do NOT use the electric sharpener as 
colored pencils will ruin the sharpener) 

2. Hold colored pencil firmly in one hand and TURN the sharpener (not the pencil) 
because this will help prevent the colored pencil tips from breaking during 
sharpening 

 
Knowing the schedule for the day and week 

1. Observe the posted daily agenda and weekly schedule posted on the whiteboard 
next to the door.  
 

Getting and returning materials from the materials center 
1. Wait for permission from Mr. Calaski 
2. Go get what you need from the materials center. 
3. Bring the materials back to your desk or use the materials at the center if appropriate 
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Getting and returning lab equipment 
1. Wait for permission from Mr. Calaski 
2. One person per table collects necessary equipment 
3. Do not touch until given permission 

 
Maintaining your binder 

1. 3-hole punch any papers or handouts 
2. Insert handouts into proper section (see below) 

 Your binder should always contain the following: 
a. Section for note taking 
b. Section for each unit: 

Unit 1: scientific inquiry 
Unit 2: plate tectonics 
Unit 3: Earthʼs history 
Unit 4: Evolution and natural selection 
Unit 5: astronomy 
Unit 6: ecology 

c. Section for MCAS homework and review 
 
Structuring headings on papers 

1. Write full name (first and last name) at top left of paper 
2. Write todayʼs date at the top middle of paper 
3. Write class section at top right of paper 

 Example:  Mr. Calaski   September, 1, 2013    10-04 
 
Responding to a fire drill 

1. Immediately be silent 
2. Quietly exit room 50 
3. Walk down the stairs and turn left at the nurseʼs office 
4. Exit through the doors towards Main St. and head towards the basketball courts 

(behind Tedeschiʼs).  Watch for cars when crossing the street! 
5. Meet at your designated homeroom area 

 
Responding to a lock out drill 

1. Immediately be silent 
2. Listen carefully to Mr. Calaski for instructions 
3. Remain low when moving to safety (away from windows and line of sight) 
4. Hide quietly under lab benches 
5. Do NOT move until directed to do so 

 
When you are tardy 
 Excused Tardy: 

1. Quietly enter classroom 
2. Hand note/pass to Mr. Calaski 
3. Pick up handouts (if any) 
4. Copy HW into agenda 
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When you need a pencil 
1. Raise your hand and wait to be called on 
2. Ask for a pencil 
3. Return pencil at end of class 

When you need help or conferencing 
1. See Mr. Calaski after class to set up a meeting 

 
When a school announcement is made 

1. Immediately be silent 
2. Listen to announcement in its entirety 

 
When someone knocks at the door 

1. Notify Mr. Calaski 
2. Student closest to the door will open it 

 
When visitors enter the classroom 

1. Stay in seat 
2. Continue working until instructed otherwise 

 
If the teacher is out of the classroom 

1. Stay in seat 
2. Continue working quietly 

 
If you are suddenly ill  

1. Fill out PASSPORT 
2. Inform Mr. Calaski 
3. Wait until Mr. Calaski receive permission from office 
4. Go directly to nurse 

 
 
Additional procedures may be implemented throughout the year if necessary. 


