THE ULTIMATE GUIDE TO LIVING IN SCHAEF’S HOUSE

Rules in Schaef’s House: 

1. BE ON TIME.  The door is locked and closed when the bell rings.  DO NOT lounge in the door waiting for the bell to ring (I seriously dislike this), or argue with me if you are tardy.  If your entire body is not through the door when the bell finishes ringing, you are tardy, whether or not you just broke the sound barrier to get here. Begging will get you nowhere.

2. BE PREPARED. You are responsible for bringing needed materials to class. You should always have pen or pencil and paper and your notebook available. Your notebook will be left in the classroom and you (not the person sitting next to you) will be responsible for picking it up and putting it away everyday. This will all be a part of your daily classroom preparedness grade, which is discussed further in this document.

3. BE RESPECTFUL. Learn to give others the degree of respect you would want yourself.  Express your opinions correctly and calmly, and do not shout or become offensive in any way. Making “fun” of others is not tolerated. It is never acceptable to torture someone in either words or deeds just because they are different from you or you just don’t like them. Your language is also important and cannot demean another group, such as using the word “gay” in a negative sense. If you have a problem with someone in the class, or even with me, please come see me calmly so that a solution can be found.  
4. BE HONEST. It is important to me to be able to trust you on both the small and big things, from needing to go to the bathroom, to doing your own work on assignments. If you do something that convinces me that I can’t trust you, you may never get my trust back. Cheating and plagiarism are NOT tolerated in this classroom, and school policy of a zero and suspension will be followed if you are caught being dishonest. IF I CATCH YOU COPYING WORK FROM ANOTHER CLASS IN MY CLASS, I WILL CONFISCATE IT AND TURN IT IN TO THAT TEACHER. 
5. BE READY TO LEARN. Come to class prepared and focused, without food to distract you, or personal grooming items in use. My class is not a beauty or massage parlor. Leave all of your brushes, make-up, lotions, and perfume or cologne at home or in your book bag. I am VERY allergic to scents that come from colognes and lotions, so this is also a grave health concern for me.  If I see or smell any of these items out, I will take them and keep them. This is also not a Hair Salon, so don’t spend time in my classroom having your hair braided, combed, washed, or dyed. Putting deodorant on during class is also just wrong! It is not appropriate to give massages during class, either to another student, me, or yourself. Keep your hands to yourself!
	If you choose to break a rule: 
	Rewards for not breaking rules:

	1st Offense: Verbal warning. You will receive one verbal warning. 

2nd Offense: Parent contact and Teacher/Student Conference

3rd Offense:  Parent/Teacher/Student Conference

4th Offense: Parent Contact and Office Referral

**Cheating, Plagiarism, cell phone use, and severe disruptions do not get a warning. Disciplinary action will be taken the first time, every time. 
	-Praise from me, your favorite teacher!
-Positive notes or e-mails to you.

-Positive notes, e-mails, or phone calls to your parents.

- An extra hall pass for the quarter.

-Other class rewards

-The amazing joy of learning in an orderly environment.




Procedures and Routines in Schaef’s House: 
1. The moment you enter into the classroom, you should :
a. Retrieve your notebook from your class shelf and put it on your desk.  
b. Check the handout table for any new handouts for the day
c. If you have anything to turn in for the day, put it in the basket on the handout table. This must be done within the first three minutes of class. 

d. Sit down and begin on your Warm-Up, which will always be posted on the board. 

e. Know that copying someone else’s Warm-Up or Wrap Up constitutes a violation of the Honor Code, and you will receive a zero and suspension.
2. If you don’t have a writing utensil, you should:
a. Ask one of your classmates first if they have a utensil you can borrow.  
b. Trade an item of value (no clothing, shoes, drugs, weapons, other inappropriate materials) for a writing utensil from me. If you forget to give me back the borrowed utensil, I will keep the item until you return the pen or pencil. 
3. If you are tardy, you should: 
a. Enter class as quietly as possible. 
b. Make sure that I have recorded you with a tardy. 
c. Get your materials without disturbing others and hand in homework as quickly as possible and catch up with the rest of the class. 
4. If you bring a cell phone to school, you should: 
a. Never have it out during class, even if you are just checking the time. Use the clock!
b. Know that if I see it, whether it is yours or not, I will take it and turn it in to the office on the first offense. It will do you no good to ask or beg for it back at the end of class. 
5. When you are turning in papers, you should: 
a. Make sure your name is on it (you will lose five points if it is not). 
b. NEATLY staple anything over one page in the upper left-hand corner.
c. Place it in the basket designated on the handout table. 

d. You should place your own work in the basket and not have others do it for you. 
6. When you are turning in major project and papers, you MUST: 

a. Upload your paper into Turnitin.com to check for plagiarism. 
b. Know that if you do not upload your paper, I will not grade it, even if you turned in a hard copy on time. 
c. Always turn in a hard copy and upload an electronic copy of your paper. 
7. If you turn papers in late, you should: 

a. Realize that you cannot turn in work more than one day late.
b. Know that if you turn in work later the same class period or day that the work is due, you will lose ten points off of the grade.  
c. Know that the penalty for turning work one day late is thirty points off the grade. 
d. Fill out a late card completely and staple it to the upper left-hand corner of the work you are turning in. If you do not attach a late card to the work, I will not take it. 
e. KNOW THAT WORK THAT COUNTS AS A HOMEWORK GRADE IS NEVER ACCEPTED LATE. 
8. If you have been absent, you should:  

a. Check the While You Were Out notebook on the handout table for the assignment and Warm-Up you missed. 
b. Check the Make-Up drawers for any handouts that you missed, according to the While You Were Out notebook. 
c. Remember that you only have FIVE school days to make up work from when you were absent. Check with me to schedule dates to make up tests and quizzes before or after school (you are not allowed to make them up in class).
d. It is YOUR responsibility to get your make-up work and complete it on time. I will not hunt you down to give you your missing work. 
9. When organizing your notebook, you should: 
a. Keep it in the room on the designated shelves, always placing it neatly. 
b. Put your name on the spine so that it can easily be found.
c. Have dividers and use them to organize your work. 
d. Avoid putting any handouts in pockets on the inside of your notebook. 
e. Always be prepared to have a spot check on your notebook for a grade. 
10. If you have to use a hall pass, you should: 

a. Make sure that it is an emergency, as you only get one per quarter.   
b. Make sure that you have your OWN agenda to use as a hall pass. 
c. Fill out the blue sheet at the back of your agenda and ask me politely during down time in class. Do not interrupt me when I am lecturing to ask to go to the bathroom. 
d. Go where you said you would, and be back within three minutes. 
e. Remember that I DO NOT have to let you use a hall pass. Your attitude will have much to do with whether or not I let you go. 
11. When you get a progress report, you should: 
a. Look at it carefully to make sure that you don’t have any questions.
b. Let me know if there is a problem by calmly and politely approaching me after class. If you do not have time to approach me after class, write a note on the progress report and hand it to me as you are leaving. Your attitude towards me when asking about a potential problem or mistake on your  progress report is directly related to how long it will take me to fix it. 
c. Take it home to your parent or guardian to get it signed, and bring it back by the date indicated on the report in order to get a quiz grade extra credit.
12. When you are put into a new seating chart, you should:
a.  Find your seat calmly, without complaining.   
b. Let me know if there is a significant problem with where I have placed you in the seating chart, at the end of class that day. I will not listen to you unless you sat without complaining in the seat for that day.
c. Remember that you will always be in an assigned seat in my class, and that you cannot decide to move seats without talking to me. 
13. When answering questions and participating in class discussions, you should: 
a. Realize that you receive a test grade each quarter for classroom participation and preparedness. I will have an index card with your name on it and will mark on it each time I call on you to respond to a question as to whether or not you attempted the question or got it correct. 
b. Always attempt to answer the question, even if you are not sure of the answer. 
c. Be prepared at any time to answer a question from me. If you are not prepared, you will lose five points from your participation grade. 

d. Know that you begin with a 100 for this grade, and either go up or down, depending on your participation.
14. If you need to get materials (tissues, hand sanitizer, sharpen pencil) during class, you should: 
a. Wait until it won’t be a distraction for others or me if I am teaching at that point. 
b. Move quickly and quietly at the appropriate time to limit distractions. 
15. If you are interested in earning extra credit, you should: 
a. Be aware that extra credit is earned, not given. 
b. Make sure that you have at least a D average in the class, or you will not receive any extra credit. 
c. Listen carefully to directions for extra credit opportunities. Not following directions may mean that you don’t get the extra credit. 
d. Know that extra credit NEVER replaces an existing grade. 
e. Realize that extra credit is not given on an individual basis. 
16. When we are in a location other than the classroom, you should: 
a. Still follow all applicable rules and procedures for this class. 
b. Walk quietly and in an orderly fashion to the destination (this means do not hit the lockers, shout, peer in classrooms, or look like you are having too much fun!).
17. When there is a substitute, you should: 
a. Follow all classroom rules and procedures, just as if I were here. 
b. Be respectful and follow the directions given by the substitute, as I will always leave lesson plans and will expect them to be completed. 
c. Realize that the substitute will report back to me, and there will be penalties for students who misbehave.  
18. When listening to me give directions, you should: 
a. Give me your full and undivided attention, as I will not repeat directions if you were not listening.
b. Wait to ask questions until all directions are given.
c. Realize that if you were not listening and need to ask questions, you should ask your classmates first for clarification before you ask me.  
19.  When you are preparing for class to end, you should: 
a. Remember I end class and dismiss you, not the bell. Therefore, you should be in YOUR seat, ready for me to dismiss you after the bell has rung. This means you will NEVER line up at the door. 
b. Complete your Wrap-Up for that day. 
c. Wait for me to dismiss you and THEN go put your notebook back on the shelf for your class. DO NOT put your notebook back before that time. 

d. Check your area before you leave to clear any trash. Throw trash away on your way out. 

20. If you want to know how to be successful in my class, you should: 
a. Never misspell my last name (am a bit obsessed with this one)
b. Avoid hanging in the door or in hall during class. Come in and get started in your  work  right away.
c. Pretend that I am the most interesting person you have listened to all day. 
d. Not pass notes where I can see them. Gain some pride and learn how to pass notes without me seeing them!

e. Stay awake at all times, never snoring or drooling on my desk. 

f. Not invent cute nicknames for me and actually call me those names in my hearing. 

g. Not insult other teachers on staff (or me, for that matter)

h. Never pick up the bogen phone in the classroom or tell me the phone is ringing. I am still relatively young and can hear it myself. 

i. Never throw things across the classroom, as they frequently find my body as the target. 

j. Always have a writing utensil…I have VERY little patience with this one!

k. Always read and follow all directions before asking me questions. 

l. Learn how to stay organized and neat, even down to how you staple your papers.

m. ALWAYS PUT A PERIOD AT THE END OF EVERY COMPLETE THOUGHT. 
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