GRADE 3-5 PROGRAM POLICIES AND PROCEDURES FOR 2004-5

CLASSROOM COMMUNICATIONS PROCEDURES

Classroom Newsletters: Each classroom teacher will send home a brief newsletter each Friday with reminders about upcoming tests and projects and descriptions of any major activities planned for the week ahead.

Student Mailboxes: Each classroom will have individual student mailboxes in which newsletters, notes from teachers, calendars and other correspondence will be placed daily. Daily Communications Folders: At the end of each day, students will empty the contents of their mailbox into their “communications folder.” These heavy-duty vinyl two-pocket folders should be checked every evening by parents. All students will be given communications folders at the start of the school year, but will be required to pay for a new folder if they lose the one supplied by the school.

Homework Assignment Books: Students in all three grades will also be given the same daily assignment books in which they will copy all daily and long-term homework assignments from the homework marker boards in each classroom.

Conference Scheduling: If parents have a concern and would like to meet with all three grade-group teachers, they are asked to contact their child’s homeroom teacher to set up the meeting. All three teachers will normally be available on Tuesdays and Thursdays after school for such “team” meetings.

HOMEWORK POLICIES

Daily Homework: Overnight homework assignments will generally be given on the following schedule. Math: Mon.-Fri.; Reading: Mon.-Thurs.; Language Arts: Mon.-Thurs.; Science: 2-3 times a week; Social Studies: 2-3 times a week; Religion: 2 times a week.

Incomplete Daily Homework: Incomplete homework assignments will be made up during recess on the day the assignment is missing.

Missed (due to illness) Classwork and Homework Assignments: Classwork and homework assignments for the day will be placed at the front lobby desk by 3 p.m. for pick-up. Please do not call to ask that assignments be ready for pick up before 3 p.m. If a student is absent from school, a note explaining his/her absence is required upon returning to school. The timeline for making up missed work will be equal to the time of the absence (i.e. four days to make up four days of missed work) unless other arrangements have been made with the teachers.

Vacation Classwork/Homework Assignment Requests: If your child will be out of school for an extended period of time (with the exception of an illness), specific daily assignments will need to be made up when the child returns to school. Teachers will offer suggestions for text materials to read in advance, and remind students of weekly or long-term assignments that need to be completed while they are gone, but should not be asked to prepare instructions for specific daily assignments for an extended period in which a student will be out of school during unscheduled vacations. 

Missed Classwork Due to Tardiness: Students who arrive late for class, except for unavoidable transportation problems or emergencies, will be asked to make up any missed work at recess. Parents are reminded that the 3rd, 4th and 5th grade schedule has been set up for 2008-2009 so that most of the major subject area classes will be held in the morning beginning at 8:05 a.m.

DISCIPLINE POLICIES

Policy Goals: Our goal in developing a discipline policy that is consistent from grade to grade is to ensure that all students can learn in a safe and respectful environment.

Basic Rules of Behavior: The basic rules of behavior that will be discussed, prominently displayed, and reinforced daily are:

1. Treat teachers, classmates and others in school with respect.

2. Be cooperative and attentive during lessons

3. Follow directions of teachers and other supervising adults.

4. Be honest.

5. Be a team player.

Color-Card System: A color-card system will be used in each classroom to reinforce positive behavior, as well as to help students “keep track of” inappropriate behavior.

Each classroom teacher will determine how many “warnings” will be given before asking a student to pull a card. Once a card is pulled the consequence system will be administered as follows.

1. Pull a “green” card – the student will be asked to write a letter of explanation and apology to the classroom or special subject teacher that evening and have it signed by a parent. 

2. Pull a “yellow” card – The student will write a letter of apology and have it signed that night and will also lose a lunch/recess period that day, if the infraction takes place before lunch, or the next day, if it occurs in the afternoon.

3. Pull a “red” card – The principal will be notified and a phone call will be made home to discuss the situation. The student will also write a note of apology and miss at least one lunch/recess, depending on the seriousness of the problem.

   All students have the opportunity to begin each day with a fresh start. Our goal is to promote good character and appropriate decision-making skills among all students. Please help us, in this effort, to help your child become the best student she/he can be!

Positive Behavior Reinforcement: Each classroom teacher will also implement their own positive behavior plans, involving special recognition and/or rewards for good individual and class-wide behavior. 

GRADING POLICIES

Determining Report Card Grades: Quarterly grades will be weighted in the following manner: 40% for tests; 30% of quizzes; 20% for classwork and projects; 10% for homework.

Tracking poor grades: A parent’s signature will be required on all tests/quizzes in which a student scores below 70%. The teacher will phone home, if the signed assessment is not returned to school within two days of sending it home.

MISCELLANEOUS POLICIES AND PROCEDURES:

Daily Preparation for School: All students should come to school fully prepared for each day’s activities (i.e. with pencils, homework, folders, books and notebooks…) Stopping to look for missing materials is not only a distraction, but it also takes away precious teaching time that the rest of the class deserves. Please help us help your child achieve the important skill of becoming a more responsible and organized student.

Class Trips: We will be planning several field trips as a grade group throughout the course of the coming year, including at least one in the fall and one in the spring. Necessary details will follow.

Birthday/Party Invitations: Birthday parties or other invitations may be sent home from school only if all students (or all boys or girls) in the class are included. If the party is for a limited number of students in the class, other arrangements from home will need to be made.

Lost Textbooks, School-supplied Notebooks: At the beginning of the year, textbooks will be distributed that have been marked so that they can be matched to specific students if they are misplaced. Parents will be responsible for paying to replace lost textbooks or books that have been deliberately defaced or damaged. Students who lose binders, folders or other school-supplied materials will be responsible for replacing them or paying for the cost of their replacement. 

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

3RD-4TH-5TH GRADE PROGRAM GUIDELINES RESPONSE FORM

(Please complete and return to your homeroom teacher’s attention)

Name of Child ________________   Grade ______  Name of Parent(s)  ____________________

___  I have read and agree to abide by the Middle Elementary Program Policies and Procedures for the 2004-2005 school year, as described on this and the preceding pages.

___  I have questions about the guidelines that I would like to discuss with Mr. DelViscio. I can be reached during the day at ____________(phone number). 

DATE:
August 12, 2004

TO:

Mrs. Albano, Mrs. Koller, Mrs. Birnbryer

FROM:
Mr. DelViscio

RE:

Summer Planning Meeting 

I should have put this memo together as soon as our meeting last month was over, when everything was still fresh in my mind, but got a “little” distracted by the summer program that followed right on its heels. In any case, I thought it would still be useful to summarize, as much as possible, what we agreed to do in the Middle Elementary program this year, so that we remain coordinated in the implementation of both new and old procedures and policies for the coming year. Here (with the help of notes that Ginny supplied to supplement my own) are the key points and areas of agreement that we reached. If there is anything that I missed or misinterpreted, please let me know and I will do a revised version of this memo before school starts in September.

BOOK REPORTS: In addition to their own variety of creative book reports (mobiles, posters, etc.), each grade level will be required to do at least one “formal” book report each year that requires the student to write in sentence and paragraph form pertinent information about characters, setting, plot, as well as provide opportunities to respond to higher level cognitive questions. A set of directions and rubric for the book report should be developed that can be used at each grade level for consistency.  It was also agreed at our meeting that the formal reports would have to be based on “classic” literature selections from a list that we distribute in the beginning of the year to all students. Students would be allowed to pick any book from the list, including ones that might be one or more grade levels above their own.

CLASSWORK (MAKING UP AT RECESS): It was agreed that if students are not able to finish classwork before lunch that they would be given the option to complete it at recess time when a teacher is available to help, but would not be required to stay in from recess. If they chose not to complete the work at recess, it must be finished for homework or they will be required to complete it the next day at recess.

COMMUNICATIONS: Weekly newsletters home will continue. Tests, informal assessments, marked and corrected homework and other work needs to be sent home in a timely fashion to ensure a consistent level of response at all three grade levels. All three grade level teachers agreed to have mailboxes in their rooms (see below) that will be checked and emptied (into student folders).  I have also developed a correspondence log sheet, that I would like each teacher to use to keep track of communications they have with parents. The sheet will be reviewed at our next meeting and adapted, if necessary, to fit the grade group’s purposes.

DETENTION: A concerted effort will be made to separate the idea of detention for inappropriate behavior from “makeup opportunity time” at recess for incomplete homework. Students who misbehave will have detentions during lunch and recess. Those who have to make up homework that was missed the night before will be allowed to have lunch with their classmates but need to spend recess time making up the missed work. If they do not complete the missed homework at recess time they will have to finish it that night. If it remains unfinished after the second night, they will be required to spend lunch and recess away from their class the next day.

EDITING STUDENT WORKS: The teachers agreed that any tests or other graded work that goes home should be marked with the correct editing symbols to show that any misspelling or grammatical mistakes have been identified. Students should also learn correct editing techniques in the beginning of the year, so that they can become involved in the process of marking/editing their own writing drafts and other work.

HANDWRITING: Correct handwriting techniques should be practiced every day. Teachers will consult at the beginning of the year to select books or handwriting worksheets that are consistent from one grade level to the next.

HOMEWORK:  Students should have reading and math homework every night. Teachers should continue to coordinate homework schedules so that students don’t have an excess amount of homework in other subjects every night.

HOMEWORK (GRACE PERIOD): It was agreed that for the 1st quarter of the year, a checklist would be set up for 3rd graders only to use if they do not complete a daily homework assignment. The 3rd grade teacher will contact parents, if she sees that a student is consistently coming in with incomplete homework and remind parents of the consequences (missed recess) after the initial grace period is over.

HOMEWORK (EXCUSES): Sorry, I wrote this down but I don’t know what we agreed on about accepting homework excuse notes from parents!!

MAILBOXES:  All three teachers agreed to have student mailboxes that are checked and emptied daily, similar to the one now used in 3rd grade.

PLAN BOOKS: Plan books for all three grades will be submitted to me on Monday. I will then make a copy of the plans for each grade for the week and distribute the copies to each of the teachers. They should review the plans from the other teachers so that they can possibly develop cross-curriculum projects or activities that complement what is being done by the other subject area specialists.

RESEARCH PAPERS:  A research paper focusing on a different content area will be required in all three grades. A rubric and instructions will be developed in the beginning of the year that can be consistently applied across all three grades.

RUBRICS FOR PROJECTS:  Rubrics should be developed for all projects and special assignments to provide specific details and directions for students and their parents about how the work will be graded. Writing rubrics, similar to the one used for 4th grade ELA testing, should also be developed for other kinds of writing activities. 

