


August 8, 2011
Dear Parents,


It is indeed a pleasure to have your child in my class.  To start off the year right, I am sending you this Parent Survival Handbook that has been assembled to help you understand our homework requirements in conjunction with other vital information that will enable me to make this a very positive and rewarding year.  I feel as though open lines of communication between the parent, student, and teacher are the key to promoting an educational climate that is conducive to learning.  I am looking forward to working with you and your child.  Together we can make a difference!  You can help by sending me well-rested children with full tummies and a hug and a kiss still fresh on their minds.  This sets the stage for a lovely day.  Please feel free to contact me at any time if there is a question or situation you would like to discuss.  You will receive additional communication throughout the school year.  I look forward to building a relationship with you and your child and thus providing the best education that I am capable of giving.

Sincerely,

Kristen Poteet
kpoteet@atlanta.k12.ga.us
(404)-802-8800
http://srt4.atlantapublicschools.us/1759201028151117150/site/default.asp
Ms. Poteet’s Guide to 3rd Grade: 
Rules / Procedures / Policies
DEFINITION OF “RULE” AND “PROCEDURE”
-Rule: A guide for behavior and action

-Procedure: The manner of doing something
1. RULES & CLASSROOM MANAGEMENT

-Essential Agreements
-I will collaborate with students to develop our classroom essential agreements (rules) during the first week of school. 
-Lights Off 
-To get students’ attention (especially during group activities), I will turn off the lights.  At this point, students should become silent and freeze to hear the next directions.
-Clapping


-Along with turning the lights off, I will also clap to get students’ attention, either 
having them follow a pattern or responding to “If you can hear me, clap.”

-Voice Levels

0: No Talking


1: Whispering


2: Partner Talk


3: Playground/Outside 

-PPC & Bug Bucks Classroom Management System
Our classroom management system consists of an economical chart system that rewards students in a way that not only teaches them responsibility in a school setting, but in an economical one as well. The following explains how the PPC and Bug Bucks work:
-Materials for PPC & Bug Bucks
*Pencil Bag: This is to be kept in each student’s desk at all times. Students will keep their money and checkbook register here.
*Bug Bucks: This is the money that students will be given throughout the year. It should be located in the pencil bag at all times. 

*Checkbook Register: This is where students will keep track of their money balance by adding and deducting money amounts.  Students will keep their register in their math folder.
*All materials must be returned at the end of the year. Please help your child keep track of them.

*It is each student’s responsibility to keep track of his/her money and total balance. While we will balance our registers together at the beginning of the year, eventually students will be responsible for keeping track of their money on their own.

-The Personal Progress Chart (PPC)

-The chart is divided into school days based upon a nine-week 

timeframe. It is to be kept in back of the take-home folder at all times.

-The chart is utilized in the following manner:
*If a student follows all of the essential agreements (or rules) that are listed below the PPC Chart, he or she will get a sticker for the day.  Stickers will be handed out on Friday afternoons.
*After being warned once for not following an essential agreement during a given day, the letter corresponding to the essential agreement that was not followed is recorded on the PPC Chart. 
*At the beginning of a week, students will be paid for the week (I hold them accountable for their job as a student).  Each Monday, students will deposit their cash (minus any deductions for fines) in their checkbooks, and receive their weekly money, plus an additional income for their weekly job.
*The PPC must be signed weekly (on Friday) and must be returned on Monday. 
-Additional Ways to Earn Bug Bucks
-In addition to the PPC Chart, each student will receive additional opportunities to earn Bug Bucks. There is no limit to how many times a student can earn money for these opportunities in a given day or week.
1. Handy Helpers = $4.00 per day: earned for successful completion  

     of handy helper job duties on a weekly basis.
2. Row/Table of the Day = $5.00: earned by students who sit at the row or table in the classroom that is the neatest and cleanest at the end of each day.
3.  Class Awards = $20.00: earned by all students when the entire class has had an awesome day!
4. Major Brain Award = $25.00 – earned by a student for correctly answering a really difficult question.
5.  Brain Award = $15.00 – earned by a student for correctly answering a difficult question.
6. Student Role Model = $5.00 – earned by one or more students who correctly follow essential agreements, procedures, or directions.
7. Attitudes & Profiles = $5.00 – earned by one or more students who are exhibiting a positive IB attitude or profile.
-Ways to Spend Bug Bucks
-Students will be able to purchase items with their Bug Bucks from the Buggy Store during designated times.

*The student will have to write a check to me in order to purchase an item, pay me Bug Bucks for the item, or deduct the cost of the item from his/her checkbook (if he/she does not have enough cash to purchase the item).
*The student may choose to save his or her money, in anticipation of bigger and nicer items for sale.
2. PROCEDURES & CLASSROOM MANAGEMENT

-Morning Procedures: Entering the Classroom 
-Before You Enter
-You can ONLY enter the classroom if the teacher is in the room.

-Once Inside

-Immediately go to your desk and unpack any needed items from your backpack.  Hang your pack back, coat, and other unneeded items on the hooks in the right closet inside of the classroom.
-Put your lunchbox in the bin outside the classroom.
-Keep your homework in your take-home folder or workbook and put inside your desk on the correct side.
-IF YOU WERE ABSENT YOU CAN FIND ANY PAPERS YOU NEED IN THE “WHILE YOU WERE OUT” FOLDER ON YOUR DESK.  MOVE THESE TO YOUR TAKE-HOME FOLDER.
-Turn in Important Paperwork in “Notes for Ms. Poteet” tray behind my desk.
-Pencil Sharpening

-Sharpen TWO pencils.  IT IS YOUR RESPONSIBILITY TO HAVE SHARPENED PENCILS!!!

-Take a Seat 

-Record Homework from the chart on the board in the student planner. After recording homework, students will leave their student planner open so I can check it.  This will only occur for the first month or so.  Then, students must be responsible for recording their own homework correctly.
-Begin Morning Work: When finished, students will leave their morning work on their desk face down and read a book, unless directed otherwise.
-Restrooms 
-Students may go to the restroom when needed, EXCEPT during teacher directed instruction.

-Only ONE boy and girl is permitted to use the restroom at a given time. 

-If students need to go to the restroom, and I am not in the middle of a lesson, students will take their magnetic picture pass and put it on the yellow window frame.
-Lining Up 

-Voice Level 0

-Single file line.  Line up in front of the main classroom door. 

-The Line Leader will lead the line to our destination.
-Students will bring their individual lunches to the cafeteria.

 -The two-man Clean-Up Crew will be responsible for applying hand sanitizer before lunch.  They will also be responsible for carrying the lunch bin down to the cafeteria and back to the classroom after recess. They will also carry the recess bin down to the cafeteria, and recess.

-Our Class Gardeners (Classroom Jobs)
-Each two weeks, we will choose new jobs.  Every student will have the opportunity to have a job and will be paid based on their performance.  Here is a list of our class jobs:
	Librarian
	Gardener
	Mailman
	Desk Inspector

	PPC Manager
	Clean Up Crew (2)
	Paper Passer (2)
	Line Leader

	IB Spotter
	Substitute
	Errand Aide
	Teacher’s Helper

	Recycling Chief
	
	
	


-If students do not complete their job, they will be warned.  If they continue to fall short on their duties, they will not receive payment for their position.
-Recess
-Classroom Essential Agreements Apply

-Additional Essential Agreements

-After lunch, Clean Up Crew will take both the lunch bin and recess bin outside, and bring both inside after recess.
-No running until on playground.

-Play fairly.
-Play safely.
-When I line up, students will follow.
-No playing in the woods.
-Dismissal 
-Car Riders/Jackson After School: At 2:20, students will be dismissed by tables to get their backpack.  I will go over with students the materials and books in which they need to take home.  It is students’ responsibility to listen to my directions.  Students may not return to the classroom if they forget any materials.  Car Riders and JAS will then line up at the main door and wait for a teacher to escort them to the car rider line / Jackson After School area.
-Bus Riders: Bus riders will sit quietly in the reading area or computer center until the buses are called.  I will escort students to the buses.
3. POLICIES & ORGANIZATION
-Student Numbers
-Each student will be assigned a student # alphabetically by last name. This number will also correlate to each textbook number; will be used during lining up emergency procedures, mailboxes, supply bins and other classroom areas.
-Labeling Papers

-The following information should be printed in the top right corner of the each paper:


-Name & Student #



-Subject/Assignment 


-Date


-Desk Organization

-Students desks should be organized at all times.  At no time should I, nor the Desk Inspector, find loose papers in desks.  All papers have an appropriate place or folder.

-The Desk Inspector will be responsible for checking the desks weekly, issuing warnings and fines if necessary.

-During the first week, we will label every folder with a subject label.  Additionally we will follow a color code:


-Take Home Folder – navy Nicky folder


-Reading/ELA Folder – Orange folder


-Science Folder- Green folder


-Math Folder- Red folder


-Social Studies Folder– Blue Folder


-Friday Folder- Yellow folder


-Textbooks, notebooks and folders should be organized as follows:
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-Supplies Organization

-Individual Supplies in Desk: 1 pencil and 1 eraser, 
-Individual Supplies in Green Bin:  Additional sharpened pencils, 1 red pen, 1 highlighter, 1 Expo Marker

-Individual Supplies in Pencil Box: crayons, color pencils, glue sticks, scissors, extra highlighters, Expo Markers and pens

-Community Supplies: notebook paper, tissue, paper towels, hand soap, hand sanitizer, Lysol wipes
-Student Planners 
-Assignments will be posted on the homework planner chart at the beginning of each day. 

-Students are to copy the assignments from the assignment chart during morning procedures into their planner.
-I will check student agendas for the first month, but then students are responsible for copying the information.  If students write the wrong assignment and/or page number, they will be held accountable for their mistake and receive an A for assignment on their PPC.  They must double-check their work and make sure they are writing legibly.
-Homework
-Take-Home Folder: navy Nicky folder: The plastic folder will hold all homework, with the exception of workbook/textbook pages.
-“Return to School” – All assignments and forms should be placed on this side of the folder.
-“Keep at Home” – All papers that should remain at home, including the previous night’s homework, will be in this pocket.  Please help your child remain organized by removing these papers nightly.
-Weekly Homework
According to the APS handbook, 3rd graders are expected to spend 45 min. – 1 hour completing homework, plus an additional 20 – 30 min. for reading log. This policy should be consistent throughout 3rd grade. 
-Homework will be assigned each week night, Monday-Thursday, along with the Weekly Reading Log.
-Students will record their homework nightly in their student planner.

-The homework folder will hold all of the homework. 
-Please help your child by reviewing their agenda and assignments with them nightly.

-We will go over homework every morning.  I will check to ensure that the homework is completed.  I do not grade homework or give points based on accuracy.  I want to see that students are attempting assignments, and will contact you if I feel that students are rushing or not thoroughly completing assignments.  After checking, I will initial homework charts for students who complete all of their assignments, as well as fine students who are missing portions.

-At the end of the quarter, I tally the amount of homework assignments each student completed.  I then divide that number by the amount of total assignments given.  This number is averaged into final grades, allowing students teetering between two letter grades to receive the higher grade.

-You will also have access to our class’s phone numbers, so that your child can call a classmate should an assignment be forgotten.   

-Parents should not accompany their child into the classroom in the mornings to sign reading logs or mandatory forms.  All homework is due at 8:00, and should be turned in the following day if forgotten.


-Weekend Homework



-Signed PPC Chart
-On very rare occasions (such as a project), minimal homework may be assigned over the weekends.
-Due Dates for Homework

-Homework is due on the expected due date, no exceptions (unless illness or absence).


-Absences


-If a student is absent, he or she will have two days to make up any missed 
homework. It will not be counted late as long as it is turned in within two 
days.

-For each day absent, another two days is added to the amount of time 
allotted for homework completion (ex. 2 days absent = 4 days to make up 
homework).

-No Homework or Incomplete Homework: 

-The student will have to put a letter on his/her PPC Chart under the date the homework was not turned in. 

-The child will then have to complete the missing homework assignment at home the next night.  Additionally, students will run or walk the track during recess.
-If homework is still not turned in on the next day, and/or missing homework becomes a recurrent problem, a note home/e-mail will be sent to the student’s parents and will be marked late in the grade book. 

-Reading Log:

-Students will be required to read 80 min. a week (20 min. a night) for their reading log (unless it is a short week).
-Students will turn in the Reading Log on Friday (or the last day of the week). To receive credit:
-Students must have 80 minutes by the end of the school week (which equals 20 min. a night of reading).
-The student must FULLY COMPLETE the reading log in order to receive credit.  For each day’s activity, students must write at least two 3rd grade sentences (at least 8 words per sentence).
-Reading logs will be set up in a ‘menu’ format, meaning students must complete the entire reading log within one week, but they may choose which activity to complete each night.  Reading logs incorporate AR, 3rd grade reading skills, as well I.B.  The ‘menu’ format allows students to choose activities that best fit the book/chapters in which they read for their daily 20 minutes.
-Reading Log points are included in the student’s Homework points.
-I will send home new reading logs every two weeks (Reading logs are front and back).  Students can use previous reading logs as reminders to take AR tests, to analyze the types of books they read, and to see how the amount they read in 20 minutes increases with time.

-If a student forgets a reading log, he or she can write the title of the book, pages or chapters read, minutes spent reading, and two-sentence activity on a separate piece of notebook paper.  Parents should also sign this paper.  They can copy onto their reading log the following morning.  This way, they will receive credit for the assignment.

-Accelerated Reader:

-Students are required to take Accelerated Reader (AR) tests based upon the books they read. We will keep track of our points in class. 
-Students will be required to take at least 20 AR tests per month and record on a class reading log.  We will start slow in August.

-I am flexible after school.  If you feel that your child needs additional time taking AR tests, please contact me and he or she can stay one day to take some tests.

-More information about AR will be sent home later.

-70% or Below Work:

-If a student receives a 70% or below on a graded assignment, it will be sent home for parents to sign and return in their Friday Folder in the “Return to School” pocket.
-If you would like a copy of the assignment, please attach a note to the assignment and I will copy and send home the next day.
-Grading Scale
Grades are important, but the most important thing is that each student takes his or her time, checks over their work, and tries their best!  As a grade-level, we designate 60% for tests and quizzes (tests count twice) and 40% for class work.
The grading scale is:

100-90: A

89-80: B

79-70: C

69 and below: F
3.  COMMUNICATION & COLLABORATION

-Student Progress Reports/Friday Folders:

-Every two weeks, I will send home progress reports. I will indicate how your child is doing in relation to essential agreements and academics on these reports. The Friday Folders will also contain your child’s graded work that you can look through. 

-Please return the folder, the progress report, and any grades that are below a 70% on the following Monday.
-Contacting Me: 

-If you need to contact me, e-mail is by far the best way! I check my email frequently and respond within 24 hours.  Please keep in mind that once I leave school, I may not check my e-mail again until the following morning. 
My email address is: kpoteet@atlanta.k12.ga.us
*If you have a transportation change or an emergency, please contact the office.
-If e-mail is not the best way for us to communicate, you can call the school (404)-802-8800 or send me a written message to school with your child.

-Conferences:

-I will begin to conduct fall conferences toward the end of September/early October. I will send out more information about scheduling conferences later.
-If you would like to schedule a conference prior to fall conferences, please e-mail me to schedule.  We have various faculty and task force meetings, and I am additionally acting as the teacher-liaison for the robotics club, so I am not available to conference outside of scheduled times.
-Birthday Celebrations: 
-We will celebrate all birthdays during recess starting at 12:25. 
-If you plan on bringing in birthday treats, please let me know in advance so that I can keep the class together when we go outside. 
-We will celebrate under the wooden pavilion if it is open.

-Newsletters: Every Friday, I will email our class newsletter.  It will highlight the week passed, as well as our assignments to come.  I will post important information on the newsletter as well as ways in which to help your child with the content covered.  Please check 
your inboxes on Friday afternoons.  The newsletters are also available on our class website as well.  
-Parent-of-the-Week:
-There will be a Parent-of-the-Week schedule for each week.  The Parent-of-the-Week will be responsible for providing the weekly Estimation Station, Desk Fairy treat and reading to the class.  I will get that out as soon as possible. 
-The Parent-of-the-Week will also be responsible for reading to the students once throughout the week.  It is easier if parents read in the classroom during our assigned lunch time (11:55-12:25), but we can accommodate other times as well.  Please try to read to the children during your week.  The children absolutely love this time.  We are flexible with other family members as well, like grandparents, aunts and uncles.

-Each week, the assigned Parent-of-the-Week will send in an Estimation Station (in short, a jar with multiple items inside, in which children can estimate throughout the week.)  At the end of the week, the closest winner will receive the jar (unless otherwise specified) and the items inside.  A handout on Estimation Station is attached.  I will send home a reminder each week too.
-The Parent-of-the-Week will also be responsible for Desk Fairy.  The Desk Fairy will come in (or send in) a treat for students who keep their desks neat and tidy.  If you are able to come, please come at a time when we are not in the room (9:10-10:20 or 11:55-12:45).  Students love the surprise and never actually know who the Desk Fairy might be!  I will send home additional instructions about Desk Fairy soon.
-Water: Your child is encouraged to bring a water bottle to drink from during the day, especially since these first few months of school are so hot.  Only “clear liquids” may be in the water bottles.  

-Snack: We will not be having a class snack this year, but children are encouraged to bring a daily, HEALTHY snack in their lunchboxes to eat midmorning.  Please try to send in healthy snacks to keep your child’s brain and body focused through the morning.  I will be following Jackson’s Wellness Plan closely and will not permit students to eat junk food for snack, and hope that you will do the same.
-Class Calendar: The class calendar will be sent home monthly.  Class events will be noted, as well as student birthdays and Parent-of-the-Week assignments.  I will also post the class calendar on our class website, along with other important information:
http://srt4.atlantapublicschools.us/1759201028151117150/site/default.asp
--------------------------------------------------------------------------------------

I have read the Parent Survival Handbook and discussed the necessary content with my child.

Parent/ Guardian Signature ________________________________

Child’s Name_______________________ Date _________________

Comments_______________________________________________

______________________________________________________

______________________________________________________

I have read and discussed the discipline procedures with my child.  Please sign and return to school.

________________________    

______________________             

          Parent Signature

                               Child Signature










