
Mr Olsen’s Class Procedures 

 Procedure Correct Way to Perform It 
1 Dressing for class Follow all school dress code requirements. Hats and 

sweatshirt hoods may not be worn in the classroom. 

2 Entering the classroom Come in quietly. Sit in your assigned seat. Take out 
your planner, warm-up, notebook and a pencil. Write 
down the homework. 

3 Tardy? Come in quietly. Sit in your assigned seat. Quickly and 
quietly find out what we are doing and “jump right in.”  

4 Leaving the classroom A few minutes before class ends, verify that you have 
all your possessions. Look for any trash near your desk 
– even if it didn’t belong to you – and put it in the can 
on the way out the door. 

5 Using the rest room Write the time and RR in the monthly calendar section 
of your planner. Raise your hand and I will sign for you. 
One student may leave the class at a time. Students 
may not use the restroom during the first or last 8 
minutes of class. 

6 Sharpening your pencil Bring a mechanical pencil or two old fashioned pencils. 
Sharpen both during the first five minutes of class. If 
one breaks, use the other. If both break, raise your 
hand to ask for assistance. 

7 Throwing away trash Throw away trash at the end of class or when polite – 
never during the middle of a lesson or activity. 

8 Getting a drink of water Bring a water bottle with a secure lid. 

9 Talking Talk when given permission. Never talk when I or 
another student is speaking to the class. If someone 
asks you a question after I have given directions to 
not talk, even if you want to be helpful, do not talk. 

10 Listening Stop talking and working. Turn your eyes and ears 
toward the speaker.  

11 Asking a question Quietly raise your hand. Wait patiently to be called on. 

12 Setting-up your paper In the upper-right hand corner, write your first name 
and last initial. Below, write the date. Below that, write 
your class period number(s). 

13 Showing Work Rewrite the problem. Below the problem, show how 
you solved it. If possible, explain your thinking in words 
or with pictures. Circle your answer. 

14 Taking a test Review your notes and practice a few problems before 
coming to class. Do your own work, and keep your 
eyes on your paper. If you finish early, do not talk. You 
may read, write, draw or work on another independent 
activity. 

15 Distracting items  Keep personal items in your backpack. Things that 
distract you or others from learning will be taken. Items 
will be returned the following day before or after school. 
Valuable items will be given to an administrator. 

16 Getting Help With Math If you are having a hard time learning a concept, ask 
your teacher for help, ask a classmate to help you 
during an appropriate time, or watch the lesson at 
http://connected.mcgraw-hill.com/connected 


