Mustang Creek Elementary

5th Grade Procedure Manual
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Name__________________________________________________
Mustang Creek Elementary Student Creed
I am proud to be a special and unique student at Mustang Creek Elementary

I will take great pride in my school.

I will be responsible for my learning, actions, and my behavior.

I will do what is right.

I will seize every opportunity to learn.

I will respect and celebrate the differences of others.

My destiny is in my hands.

The education I receive today will make me a leader of tomorrow.

Classroom Expectations
1. We will value one another as unique and special individuals.

2. We will not laugh or make fun of a person’s mistakes, use sarcasms, or putdowns.

3. We will use good manners saying please, thank you, excuse me, and let others go first.

4. We will cheer each other to success.

5. We will help one another whenever possible.

6. We will recognize every effort and applaud it.

7. We will encourage each other to do our best.

8. We will practice virtuous living, using the Life Principles:

respect
self-discipline

responsibility

honesty
integrity
courage

compassion
perseverance

loyalty

effort

friendship
cooperation

common sense
problem-solving
flexibility
initiative
curiosity
patience

justice

esprit de corps

service

citizenship
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Behavior Procedures

1. Each individual is responsible for conducting his / or herself in an appropriate manner.

2. We will be using the Eight Expectations for Living as a guideline (see previous page), as well as school and district behavior policies.

3. Each behavior will be handled on an individual basis.

4. Class and individual rewards will also be used.

5. Loss of recess and / or detention may be assigned for repeated misbehavior.

6. A citizenship report will be filed in the office for violence toward others, foul language, and  / or other refusals to follow procedures.

Procedures for the Daily Agenda

1. The student will be responsible for writing down the daily assignment from each class.

2.  The student will highlight the assignments that were not completed in class and therefore need to done as homework.

3. The student will be responsible in having his/her parent or guardian check and sign their agenda each evening.   Students who do not  have their agenda signed will sit out a portion of their recess and  lose a point out of their agenda.

Before School Procedures 

1. When entering the school building we will walk quietly to the gym.

2. When entering the gym, we will find our class and we will sit at the very back of the line.

3. We will sit on our bottoms facing forward and we will read a book quietly.

4. When the teacher arrives, we will stand quietly and gather all of our materials.  We will walk with our teacher to our classroom quietly.
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Morning Procedures
1. The student will line up outside the classroom until your teacher greets you at the door.

2. The student will demonstrate responsibility by returning homework to its appropriate basket.

3. The student will clear their own desk off and demonstrate initiative by sharpening two pencils before 8:00 a.m.

4. The student will demonstrate commitment to excellence by sitting quietly while waiting for instruction.
Procedures for Turning in Assignments
1. The student will neatly place finished work in its appropriate basket.

2. The student will check assignments for appropriate heading: name, homeroom teachers initial, number, date, and page numbers.

Work Procedures
1. The student will work appropriately on his / her assignment, talking only when allowed by the teacher.

2. The student will treat the classroom desks and materials with respect, not touching or taking objects from other student’s desks.

3. The student will show organization by keeping materials straight and easy to find and returning items when borrowed from the teacher or classmates.

4. Students will speak in complete sentences when asking and answering questions.

Procedures for Absentee Work

1. The student will use initiative in asking their homeroom teacher and rotating teacher for missed assignments the day that they return to school.

2. You will have the same number of days to complete the make-up work as days that you have missed while gone.

3. If picking up work, please have parents notify the office by 9:00 a.m. so that your teachers will have enough time to gather your assignments.  Work may be picked up after 1:30 p.m. in the office.

Procedures for Bathroom and Drink Breaks

1. The student will demonstrate courtesy by taking drink breaks only when the teacher is not giving instructions.

2. The student will take restroom breaks as designated by the teacher.

3. If needed, students will be allowed to take an additional restroom break with the appropriate hallway pass.

Hallway Procedures

1. The student will walk quietly through the hall in a single file line, demonstrating common sense by staying to the right.

2. The student will demonstrate self-discipline keeping his / her hands to themselves.

3. The line leader will demonstrate courtesy by letting other go first.
Indoor Recess Procedures

1. The student will ask the duty teacher if he / she can leave the classroom for any reason during recess. 
2. During indoor recess, the student will enter the classroom quietly and sit at his / her desk or on the floor.

3. When the duty teacher turns on the light, the student may choose a game or activity and be seated somewhere in the classroom keeping the doorway clear.

4. The student will demonstrate propriety by using an inside voice.

5. The student will demonstrate citizenship by cleaning area and returning materials to its appropriate place.
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Procedures for Outside Recess
1. Students are to go outside unless your teacher asks you to come to the classroom.  No student should be in the room without the permission of the teacher.

2. Use respectful words and actions when you are at recess.

3. Play on the equipment only if you feel you can follow the safety rules.  No standing on top of the big toys.

4. If you have a problem at recess, see the duty teacher for help.  If the problem cannot be solved during recess, see your teacher immediately following recess.

5. When the recess whistle is blown, stop what you are doing and move quickly back to your class line and sit down quietly.

6. Do not throw any object that is not a playground ball.

7. No personal toys / electronic devices are allowed on school property.

8. Those who take out playground equipment are responsible for bringing it back in.

9. Soccer will be played only if there is a teacher present on the field.  It will be discontinued if rules are not followed or fighting takes place.  Students are NOT PERMITTED on the soccer field UNLESS they are PLAYING THE GAME.

10. When on the swings, swing front to back with NO twisting, jumping, or standing.  One person per swing at a time.

11. Remember:  Recess is a gift…you need to be responsible with this gift so you don’t lose it!

Cafeteria Procedures
1. The student will enter the cafeteria silently until seated.

2. The student may talk quietly after they are seated.

3. The student will remain seated at all times, and he / she will raise their hand to ask to get up to get something or use the restroom.

4. The student will drop off tray / trash when the hostess gives instructions to do so.
[image: image5.wmf]
Procedures for Switching Classes

1. The student will line up quietly in a spot designated by the teacher with his/her agenda, subject folder, pencil, and pen.

2. The student will use hallway procedures when walking to and from each class.
Procedures for Cooperative Groups

When we work in groups we will…

1. Help each other so everyone understands what to do.

2. Make sure everyone shares ideas.

3. Speak politely to one another.

4. Be active listeners.

5. Ask each other questions before asking the teacher.

6. Compliment one another for a good effort.

7. STAY ON TASK.
Audience Procedures
1. The student will demonstrate respect by remaining in his / her seat.

2. The student will demonstrate self-discipline by focusing his / her attention on the speaker.

3. The student will demonstrate patience and courtesy remembering to save questions until the speaker asks for them.

4. The student will demonstrate respect by listening to the questions and answers of other students.
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End of the Day Procedures

1. The student will demonstrate responsibility by completing their agenda and highlighting any homework.  Gather all materials needed to complete any assignments at home.

2. The student will pick up any trash and return classroom materials to its appropriate spot.

3. The student will wait quietly at his / her desk until the teacher instructs them to line up for dismissal.

4. The student will stack his / her chair and make sure nothing is left out on their desk before lining up.

5. The students will follow their teacher quietly down the hallway to the appropriate dismissal location.

Phone Procedures

1. The office phone may only be used in emergencies such as illness or injury.

2. You may not make a call because of forgotten work, missing agendas, permission notes, or lunch money.

3. Any student with a parent permission form on file in the office may have a cell phone in their backpack.  It should remain off until the student leaves school property.
Procedures for Visitor Greeter
1. The greeter will answer the door using the appropriate greeting posted by the door.

2. When the visitor is a regular visitor, such as a teacher, or if he / she only need to deliver a message, the greeter will not introduce the guest but will take care of the message.

Procedures for Taking AR Tests
1. The student may take an AR test in their homeroom class at any time the teacher is not giving instructions and work is completed.

2. Only one student at a computer at a time.

3. The student will demonstrate integrity by answering all questions honestly.

Media Center Checkout Procedures

1. Enter and leave the library quietly.

2. Always return unwanted books to their spot on the shelf.

3. Choose the book you want to take with you.  Browsing time is approximately 5 minutes.

4. When it is time to checkout, walk to the counter and wait quietly in line.

5. Books are dub back in 2 weeks unless you renew them.  Remember to take care of them.  Lost or damaged books must be paid for.

6. When you return your book, put it on the shelf by the checkout area.

Take Home Folder Procedures

1. Graded work will be sent home on a designated day in a red folder.  Parents should review 

work and sign parent signature page inside the red folder. 

2. The student will return the folder and any papers/notes that require a parent signature the next day.

Procedures for Days When the Teacher is Absent

1. We must remember that things will be different when the teacher is absent.  Computers are not to be used when a substitute is present.

2. When the regular classroom teacher is absent, all of the teacher’s materials are off limits to students.  Asking the substitute for these materials or privileges is still breaking the rules and will call for a consequence.

3. Regular classroom rules and procedures still apply and are expected to be followed.  BE ON YOUR BEST BEHAVIOR.

4. Be ready to evaluate your behavior using honesty and integrity when your teacher returns.
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Dress Code
1. Offensive writing, suggestive slogans or logos are not allowed.

2. Frayed or purposely torn clothing will not be considered appropriate school wear.

3. The bottom of the pants / jeans may not be worn longer than the sole of the heel of the shoe.

4. Pants / jeans must be worn high enough to cover undergarment when seated.

5. Skirts, dresses, and shorts length should be below fingertips with arms extended down; a slit in skirt must be below fingertips.

6. All tops should be long enough that when a student sits down the midriff does not show in back.

7. NO tube tops, halter-tops, off the shoulder tops, spaghetti straps, backless tops, muscle shirts, mesh / fishnet or transparent shirts, or pajama bottoms.

8. No spiked jewelry, chains, or chains connected to wallet or keys.

9. All students are required to wear shoes that do not limit their physical activity or impair their safety.

10. Any hair color or style that distracts from the main purpose of the educational program is prohibited.

11. Students MUST have tennis shoes for PE activities.
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Please detach and return to school.

I have read and understand that I must follow the above procedures for 5th grade.

I will keep this manual in my desk throughout the year for reference purposes.

Student signature: ___________________________________________________________________

Parent signature: ____________________________________________________________________
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10
Parent / Student Initials

______ / _______


