Class Rules and Procedures – Ms. Shin
5 Class Rules
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1) Be in your assigned seat and working on the assigned bellwork when the period bell rings. 
2) Cell phones are to be turned off and stored away from sight.*
3) Be on task throughout the class.
4) Listen and follow my instructions, most importantly requests to be quiet.
5) Follow all class and Notre Dame rules and procedures
What Happens If You Are Creating Problems By Choosing Not To Follow Class Rules
1) A meeting with me after school.  


Parents are usually not contacted unless







you cannot or do not come to the meeting.
2) Further meetings necessary.


Parents are contacted.
3) Action plan created, done after school.  

Parents are contacted.
4) Referral to GLC and/or a school administrator.  
Parents are definitely contacted.
Note: 
These are the regular procedures.  However, if a situation warrants it, more serious responses are
used.  For example, if a student is being insubordinate and belligerent, the student will be sent
outside the class—possibly to the office—and the parents contacted.
*For cellphones and other similar devices, the NDRS school policies will be followed.
Class Procedures
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We all follow procedures everyday.  Think about anything you do: for something to work correctly there is a certain procedure to follow.  The procedures outlined below what to do to make sure everything works well in class so you can learn.  

1) Come to class prepared: Students must be prepared with appropriate materials for each class: any assigned homework done, textbook, binder, paper, pencils, pens, eraser, and school agenda. 
CE 9 Students: I recommend keeping your Bibles in your locker.  If you need them, I will let you know.
2) Procedure for the beginning of class: Enter the class respectfully, quickly get settled for study in your assigned seat, review the daily agenda, and stop talking when I begin the class.  
3) If the classroom door is closed at the beginning of class:  This means you are late.  Get a late slip from the office.  Then gently knock on the classroom door once without making any visual disturbances.  I will let you in when there is a break in the lesson.  Give me your tardy slip and quietly start on your work.
4) Forget something (paper, pen, etc…):  Quietly borrow from your neighbour.  If you cannot do so quietly and quickly, expect a See Me After Class note.  
5) When I am talking:  Don’t talk and please make sure you are listening.  If you do not do this, you will receive a See Me After Class notice and you can talk to me after school.
6) When my hand is raised: If my hand is up, please ensure you stop talking AND raise your own hand until I let you know when to put your hand down.
7) If your cellphone is on:  If it is on, the NDRS consequences come into effect.  You will be asked to turn off and then give me your phone.  You can then collect your phone after school from Ms. Cirillo. 
NB: There will be many times when we will use cellphones for activities.  I will let you know when it is OK to have your cellphone on and when you must have it off.  If I do not give you special permission to have it on, then it is to be turned off.  

8) Off-task / Student Disruption:  If you are off task or disrupting the class, you will receive a See Me After Class note.  Read the checked off boxes and follow those instructions.  Then, see me after class—when I am ready to talk with you—to arrange a time after school to tell me why you were off task and/or disruptive. 
9) Moving around the classroom:  Please do not.  Ask permission to do so if you have a reason.
10) Have a question or want to contribute something?  Raise your hand.  Please do not yell or blurt out: it is poor manners and reflects badly upon that person. 
11) Sitting:  Feet on the floor, please.
12) Food:  No eating in class.   

13) Drinks:  Water is OK though you need to fill up your bottle before class.
14) Washroom:  If you must go, raise your hand give me the peace sign.  I will nod at you if you can go.  If your washroom breaks are excessive, you will be asked to meet me after school to explain why.
15) Structuring headings on papers:  In the top-right corner of your paper, write your student number and circle it.  Then write your name below it.  Finally, write the date and any assignment headings.  If an assignment requires a unique outlay of information, I will let you know.  
16) How to turn in papers:  Starting from the left side of the class, papers are passed to the right.  An assigned student will collect them, arranged them, fill out a simple report stating who has not handed in their assignments, before finally handing them to me.
17) Absent from class:  I am piloting Remind this year and if you sign up for it, you will receive class reminders.  You are responsible for any work assigned during your absence.  
18) Missed a test:  If possible, either you or one of your parents should contact me in advance.  
You have one week from your date of absence to do the test.  It is your responsibility to make arrangements with me immediately upon your return.  If you fail to do so, you will write the test at a time convenient for me without any advance notice.  
19) Missed a film:  At times, we will watch films related to something we are studying in class.  You will always have some work to do while watching the movie.  If you are absent, you are still required to do the work.  If you cannot find the movie online, then you will be watching the movie after school in the library or Student Services. 
20) Submitting assignments if you are absent: Email me the assignment in electronic form (for example, Word doc).  If the assignment is written out by hand or is some sort of project that is in a unique format (i.e., poster, brochure, etc…), take a photo of work and email me that: you can give me the original when you return.  
If you are absent, the due dates are still in effect for you.  

21) Homework not completed:  The regular school policy on homework will be exercised in this course and students may be asked to stay in at lunch or after school to complete any missing assignments.  
22) Missed a journal: We will do a lot of journaling in this course.  If the journal topic is impossible for you to do (for example, it is on something presented in class that you don’t have access to via the Internet, then do a one-page (single spaced) journal reflection that day’s Gospel reading.  To find the Gospel reading for that day, simply google it.
23) When a PA announcement is being made: Stop everything you are doing and listen.  I have been known to send a student down to the office to retrieve the announcements and have them read in class, of course eating into your free time.
24) End of lesson procedure: Remember to continue working until I give you permission to pack up.
25) The TOC procedure:  If the TOC writes your name down, you have guaranteed a meeting with me after school upon my return to explain why this happened.
Thanks for your cooperation with these rules.  They are put into place to help you learn. 
The rules and procedures on this sheet may change throughout the year.  If so, I will give you at least one class’s notice regarding the change.
Other Information

1. Plagiarism:  Don’t do it.  If you do, the consequences of the NDRS Academic Honesty Policy are applied.
Note 1:  Plagiarism that involves another student—even if the other student did the work on their own and just “lent” the completed work to the student caught cheating—will also be considered to have violated the academic honesty policy and will be subject to any consequences in the school policy. 
Note 2:  Unless I state explicitly otherwise, all the assignments in this course are individual assignments, meaning you are to do your assignment by yourself.  
2. Seating Plans: We will have a seating plan for this class.  I will change the seating plan from time to time.
3. Technology:  You will find the following items very helpful in your studies: a computer or tablet, a cell phone, access to the Internet, and headphones.

4. Abuse of Technology Tools:  I do not mind if you use a laptop or iPad/PC tablet in class as long as there is the understanding you are not to be off-task using it.  If you are off-task, you will be given a See Me After Class note and you can explain things after school. 
5. Journaling: We will be doing quite a bit of journal writing throughout the year.  I encourage you to be open with your thoughts and feel at ease that what you write will only be read by myself.  There is one situation however when this does not apply, this being situations when there is a serious concern of someone’s well-being at risk.  
6. Submitting assignments: It is your responsibility to get your assignment to me so make sure hand it in in a safe manner.  In most cases, I don’t mind if you type out your assignments and this way, you will have a back-up copy in the extremely rare event it doesn’t get to me.  If a specific assignment needs to be hand-written, I will let you know. 
While it is very rare, sometimes assignments get misplaced.  It is your responsibility to have a back-up copy of some sort for your assignments.  For important hand-written assignments, this might mean that you take a quick photo of it before handing it in.
7. Late assignments and Dead Dates: 
i. Assignments are due at the beginning of class.  Late assignments will lose 5% per day up to a maximum of 60%. 
ii. Dead dates: A dead date is a date where an assignment will no longer be accepted.  Term cutoff dates are also the dates late work for that term will no longer be accepted.  This means your mark for any assignment past this dead date is 0.
iii. If you do not submit your assignments, expect to do them during homework detention.
8. Textbooks:  You will be assigned a textbook in class.  You are responsible for this book signed out to you.  Please make sure you:

a. Bring it to every class unless I state otherwise.

b. Don’t exchange with other students.

c. Write you name on the label you will be given.

d. Don’t damage it.
My apologies for the long list of information but you will find myself and my class to actually be pretty relaxed because my students know exactly what to do.  There are no surprises and this makes an excellent, challenging, and fun learning environment possible.
So welcome, and I look forward to a great year!
Ms. Shin ( 
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