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FORWARD

Nothing fully prepares a new teacher for that first day in the
classrocom. Everything the teacher has experienced previously should
help. Methods, contents courses, and cther activities from teacher,
preparation prograws should help. Are there specific strategies,
however, that new teachers, or teachers new to rural areas, can use
to help ersure that they bring the greatest possible preparation and
understanding to that first day?

- <
This hanébook by Leo Schell ané Paul Burden provides many
examples of things teachers can do in advance to lead to confident
mastery of their classroom environment. The handboock builds cn
experiences of 300 teachers from various sized districts in Kansas.
A bibliograprhy on clissroom managemeni. and discuscion is incluced,
for example, since that was an area identified by the teachers as

‘causing them initial incecurity and cn-going prcblems.

School administrators, c>llege professors, and inservice
teachers can alsc benefit frém the accumulated wisdom prcvideé. 1In
this time of public focus on educational effectiwveness, experienced
educators cshould seek to share the practical, positive assistance
provided in this handbook with inexperienced teachers so that overall
classrcom opportunities for Aamerican's rural children can be
enhanced.

Betty Rose D. Rios
Associate Director
ERIC Clearinghouse on
Rural Education andg sral’ Sci, 71z
New Mexico. State Univers_.t¥



O

ERIC

Aruitoxt provided by Eic:

PREFACE

Rural anrd swall school zdministrators face several challenges in
organizine and implementing a teacher inductior program that
administrators in large schovls or districts may noet face. Not omly
1s there no central administrator to organize and conduct such &
program, but with only an occasitnal new teacher there may not be

-enough participants to form a group. Limited resources, including &

lack of program materials, compound the 3difficulties., However, sound
ané practical resource materials will assist rural and small school
aoministrators in developing and delivering an adeguate induction
program for beginning teachers. Such resource reterials could also
be used by beginning teachers themselves as aids in making-
preparztions and Gecisions for the start cf the schcol year.

In an effort to develop a recource handbsok for aédministrators
ané beginning teachers, 300 experienced teachers in various sized
Gistricts in £ansas were surveyed anéd asked to list several crucial
things an inexperienced teacher should do before the first fay of
school. The 1,110 suggestions that weré received seemed to fall
into 3 categories, which serve as chapter titles in this handbook:
Becoming Acgquainted, Classroom Environment and Organization, and
Instructional Planning. Each chapter pro' ides a cetailed summery of
related suggestions. . . ’

o
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I. USIKG THIS EANDBOOK

v

is ocok can be vsed by preservice teachers and beg
s well as by schocol administratcrs, inservice teacher
r sors whe sefk tc help therm.

in nlI‘O teachers
s, and coliege

A. Preservice Teachers. Tezcher education ccurces and fielc experiences
cften do nct prepare student teacheres for the unigue circumstances that
beginning ¢« ‘hr*c must c<eal with at +he ctart of their fi st vear of

teaching. A hanabook such as this could be usea to inform preser
of issues they nust consider befcrs their first vear of tecchlng. ndd€tional
information sbowt ané assistance with these iscsues cculd then ‘be sought as the
incivicduel teacher deemed necessary or desirabple, Irn addition, field
experiences could be more usefurl if objectives were broadened to allow
examination of some o¢f these inducticn concerns.

B. Beginning Teachers. In order to prevent being overwhelrmecd by the number
arc mwagnitude of the tasks they mu:t'ccmplete, begilnning teachers shculd be
aware of both the general topics they must consider and the specific tasks
they must perform befcre the puyils arrive. In mest small or rural schocls,
zeginning teachers cannot wait fer e formal induction precgram to provicde ideczs
of hcow to begin--they must take the initiative. This handkcok cen be useful
for borh general and specific aspects. )

1n oréer to make best use of this handbock, beginning teachers sh.ould:

. 1. Read this handbock tc get a general overview of how best to prepare
themselves.

2. As soon as pcq51ble, even two to three months before school begins,
acquire a uomplete set of all ascygned instructicnal materials. Included
in this handbook are spec1f1c suggestions fcr becoming familiar with thece
materials and for using them to formulate long-range plans.

3. Gek copies of anv availab! :aculty handbooks or school district
.ocles and _LocC....5 Mauals,

4. Work through this handbook in a systematic fashion. T~ ic wri‘ . .: :n

i checklist format so tnat each item can be chocked wl oi. -+ o sleted. segin

with those 1tems that .requii:- *he most attention or timc.

5. Work on items ir proportion to their significance. For example, rocm
a.7ang~ment and bulletin boards shouldnrn't take precedence over
fz,.:rlarizing yourself with assigned instructional materials and preparing
various kinas cf plans.

6. Consult others. Beginning teachers should never view it as & weakness
to ask other teachers--no matter what grade or subject they teach--for
advice or ideas. The principal should also play an active pert in this
program by taking the lead in helping the beginrint teacher prepare for
the year. The beginning teacher should respectfully take the initiative
if the principal does not take the lead in such prepara‘ion,

d
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7. Read books on classroom management and discipline. Additional
materials which provide sugges*ions for manaqing the classroom,
instruction, anc student kehavior are available. Tie kibliography at the
end ot this handbock includes a list cf some of the most useful references
i these arees.

&. Fkead books that provide insight into what teachers deal with in their
first year. Several references providing this information are listeé in a
ceparate kibliogragphy. :

Inservice Teachers. Exgperienced teachers can assist beginning teachers in

variety of ways. The specific issues identified in this handbook cculd

provice focal points for experlencec teachers to share thelr insights,
eXperierce, and expertise with- beginring teachers.

p-

School Administrators. Based cn the cstudy represernted here and other

résearch on teacher induction, rural and small school administzators shoulad:

1. FKkecognize the scope and difficulty of the tasks that the beg1nn1ng
teacher must complete. 1In addition to the many professlonal decisions and
acjustrments that a beginning teacher must make, there are many personal
ana social changes that often must be made (e.g., £inding a new place to
live; getting settled; getting acquainted with a new community; finding
new friends; getting used to being away from friends, from college, and
perhaps from family members). Adequately preparing for the start of
school is far more complicated than most educators have previously
Lelievec. ’ '

2. Recognize that preparing for the school yearc. e epOrmous]y time
consuming. The number of items to be attended tc¢ demands that the

161, Cion frocess be kegun as early as possibl=. For example, respcnéents
.epeaczecdly reccmmended that newly hired teachers be given the agsigned
instructional materials two or three months before schocl itarts. A set
of preparation guidelines such as thosc provided in this h:nObOOk should
be providec equally early to firect “teaci,ers in thelr Dreparation.

3. EKecognize that beginning teachers need specific suggestions on how
best to prepare for the school year. Even though these teachers have
ce&pletec a teacher education program, preparation for the beginning days
of the schocl year is usually not included in these programs. They know
how to teach, but they may not know how to prepare thoroughly for the
beg irning ot the school year. The beginning of the year is tco crucial
for the education profession to permit floundering, aimless wandering, or
nzking incorrect decisions. Beginning teachers shkculd nci have to learn
by trial and error; they deserve practical, feasible, realistic,
suggections like those contazined in this handbook. : -

4. FKecgognize that many administrators need specific information about
what a newly hired teacher needs to know and do. "Without specific
induction information, aami.istrators may omit some vital information,
overemphasize some trivial aspects, or prcvide inaGequate time or
assistance. A written guide is necessary.




5. Recogrize that administrators neeé to be directly involved in-the
induction process in a varjetv of ways. Administrators ray:
- —_— e e, T e

a. Help forpulate a Gaily and weekly schecule. In this Jay cf
numerous special teachers and "pull-out®” programs, rnew teachers
are uneable te éc this inéependently.

b. Provide help in drawing up a long-range schecule for several
curricular areas. Then, for the first urit in these areas,
prcvide pelp by suggesting possible learning activities or
resources in the schecol or community that the rew teacher is
unlikely to know.

c. Provide infcormatiorn about the capebilities of the class zs a vwhole
as well as about specific children. FRelate this informaticen to
instructional rlanning ¢ré¢ recscurces.

é. ArrarSe specific oprortunities for the new teacher to reet other
persconnel in ncn-vorking es well” as workirg situations (e.g.,
durirg coffee breaks and lunches).

e. Assist tihe heginning teacher in pupili evaluatior znd the grading
procedure, This is a task that inexperiencec ‘teachers often have
he¢ little responsikility fer or experience with during stucent
teachinc, Thus, they need gpecial help with it.

Administratcrs sictlé rnot just give information or veolunteer help. They
should sit cown with the new teacher to review some of the mocst essentizl
tasks to see that acdeguate planning ancé preparatior are cone.

E. Ccllege ProfessOrs. The induction information contained in this handbook
could serve as the basis to revise objectives fcr teacher education course
content and field experiences to ceal with the ¢ifficulties beginning teachers
typically experience, The ckjectives of field experiences should be bhrcadened
to enable students to become familiar with aspects of the school environment
such as' instruction&l resources; school facilities, personnel, ancé secrvice; -
school rules and procedures; the children; the district; and community
rescurces. Field experiences chould provide cpportunities for stucdents tc see”
how experienced teachers arrange classrooms, organize materials, handle
discipline prcblersg, anc deal with other aspects of classrcom management.
Students should become ramiliar with chort- and long-term planning and pupil
assessment.

F. Summary. The education profegsion has prcbably underestimated the scope
and difficulty of the tasks faced by the inexperienced teacher in preparing
for the beginning of the sthool year. Ther: is nc satisfactcry way that a
teacher who is not wel l1-prepared in advance can catch up after school has
started; Ff the task is not done right the first time, the teachex can never
turn back the calendar, undo the wrong, and do it correctly. What's done is
dore.. Beginning teachers need help before school begins. This handébock can
serve as a valuable aid in helping beginning teachers meet the challenges of
the opening days of the schocl year. ) )

10 - L
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- ’ II. BECOMING ACQUAINTED = —

The first step irn preparing. to begin the school year is to become
thorcughly familiar with the total +caching envircrment: rocm, sckhool, cther
teachers, children, resources, anc¢ the community. Each of these is wvitally
important in determining how to begin the school wear. The mcre knowlecdgezble
beginning teachers are zbout each oI these, the rore confident they will feel
about their jobs and the less time thev will need tc devote to them after
school begins. This ic irportant because f{recuently the first few weeks of
teacning are sc demancing that there is little time available to explore these
important areas.

.

Beginning teachers have a responsikility that they never had c¢uring
student teaching; they must plan and organize numerous curricular areas--
matheratics, science, reading, lancuege artc, social ctudies, ané others--for
the whol.» year. Therefore, it is imperative that beginning teachers have a
gool yrasp of¢ the content tc be taugrt in each cubject. Ac early as pocssible,
even two months before school begins, cories of all assigneéd raterials
(textbecoks, teacher manuals, workkbecks, etc.) should %e gathered ané studied
(suggestions on making long-range schedules will be discusseé in a later
section). .

Next, becoming familiar with the nhysical facility is obviously important.
But since beginning teachers will be part of a "team," it is ever more
important that they get acquaintecé with zll the cther staff members--from
teachers to cooks. 1In small and rural schools, it is important to know
teachers from the jurnior ané senior high schools &s well &as from other
elementary schools in the district.

The schcol district will have numerous procecures anc¢ policies that
teachers and pupils must follow. Some involve whether treats can be brought
for birthaay parties while others will be akout more donsequential matters
such as what kind of discipline is permitted or what the principal's
expectations are ccncerning lesson plans. Knowledge of these pclicies can
save time and embarrassment and can result in more effective decision-making
and ketter understanding of the teacher's rolc anc position in the total
scheme of the systen. —

However, schools do not operate in a vacuum; thev are part and parcel of
the community in which they are located. Therefcre, the more beginning
teachers kn~w abcut the community and the schocl district, the better they
will understand pupils and their parents, others with whom they work, and even
the programs and expectations of the school. Evervthing from the size of the
Gistrict and the most comrmon employment within 1t to the quality of the
pupils' housing is impcrtant to know. This is ecpecially true for rural
communities which are usually closely knit.

Quality education’involves more than learning from textbooks. A diverse
array of resourqés is available to enrich learning experiences in even the
most isolated communities. Beginning teachers chould take the initiative to
acquire this information and then to relate it to the topics that will be
taught. Having this information before school starts will help in planning a
wide range of high-quality learning experiences. )

. o - | ¥
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A. Instructional Resources. As/early as possible, even.curin
beccme familiar with all assigned and available instructicnal re
inexperiencec teacher shculd not be afraid to ask for acssistarce.

yp——
Uinel

the

0y

4]

~
=
s

r
curces. The

¢

1. Cbtain and study copies of 21l assigned and avzilable pucil texthocks
anc workkbooks and/or teacher guides to learr:

a. Gereral and specific instructional goals.
b. Subject matter tc be taught.

c. Suggested and possitle instructional strategies and activities.
p )
@. Your owr and the texts' strengths znd ceficiencies.

e. Manuscript ané/or cursive letter forms tc be used.

£, vpossiple games, devices, visual aids, learning centers, tulletin
boardés, and ditto sheets that you could make.

g. Available tecsts.
L. “"Breacth" of suggestions--remedial, enrichment,. review. -
p

i. Possible overlap or integration of curricular areas.

2. OCccasionally rural schcols have curriculup guides. Ask about them.

Examine any cf them tc le§rh:
4 4

a. Qeneral and specific instructional gvals.

b. Instructicnal topics.
. c. Scope anc¢ sequence :of skills for curricular areas .
a. Suggesfea instructional activities.”

- 3. BAsk about any special or experimental instructionzl programs.
Examples include the following: '

a. Career education.

b. Economic ecucation.

c. Energy education. -
d. Art éppreciatiop.

e. Assertive discipline.

f. Reading awards. .
g.~ Head Start.

h. "Hands-on" 5cience:. 12

Q - , : :
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If beginning teachers are involved in any of these programs, they may

need to spend extra time preparing for 'them. Even if not involved, these
teachers may. b¢ able to use them in some way to improve their instruction.

4.

fcllowing:

5.

Learn what supplemental resources are available. Among these may the

a. Comrercial ditto masters accompanying textbocks.

~

.b. Library and/or media resources appropriate to topics to be taught

guring the first several weeks. Order or reserve several.

Planning long-range sche¢ules is discussed later in thié handbook.

B.- Facilities, Personnel, and Services

1.

ERES!
nl .

3.

Become familiar with the classroom. You should: < - *

- ! ’
. a. Examine and inventory available materials. Resupply if needed.

b. Determine storage areas. Put materials from each subject in a
serarate area. . ' :

c; Decice cn*location of teacher's and pupils' desksg, bookcases,
display tables, room library, reccrd player, and other materials.

Specific suggestions are given later in this handbook.

Become acquainted with the school building and grounds. Facilities

incluce: . .

a. kooms for special classes such as music, .remedial reading, speech
therapy, etc. . N

b. -Store rooms.
. . \ . t

c. Kkecess play areés.
4
a. Duplication faciltties.

e. Fire alarms and extinguishers. ' _ : L. ’ .
) ;

reet as many fellow teachers as possible, even those at,the junior ard

senior high schools. “Engage them~in different ways, such as:

-
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a. Drink coffee together.
b. Go out to lunch together.

c. Visit other rooms.

.d. Psk quesﬁiqns.m

13



4.

Learn about special personnel within the school. These may include

any of the follow1ng.

6.

4

a. Remedial reading.

b. Vocal/instrumental music.
c. Physical eaucation.

G. BArt.

e. English as a secornd language.

f. Poreign language.

g. Speech theragy.

h. Special edhéation.

i. "Library/mecia center.

j. paraprofessionals/teacher éides.
Learn’about'central'office peisonnel, who may include:
a. School_psYCholcgist;

b. Reading resource teacher.

c. Media director.

Learn about the availability of services, échedules, ané referral

procedures for personnel and areas listed above.' If there is a media
catalog zvailable, obtain it. '

[
and

8.

Become acquainted with all support staff members, even at the junior
senior high schools:

a. Secretaries.
b. Custcdians..

c. Cocks.

‘d. Bus drivers.

Learn about special school services for students from low-income

-families. Such services may include:

a. Medical or dental help.

“b.. Clothing distribution.

c.  Funds for Weekly Reader subscriptions, etc.

L "14‘
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f£.

Remission of textbook rental fees.
Breakfast programs.

Volunteer after-school tutoring programs.

District and School Rules, Procedures, and Policies

l. Some rural schools assign to their teachers duties which are not
expected of urban teachers, Examples are keeping time at basketball games
and selling tickets at plays. Identify all extra responsibilities and

duties,

-

such as:

Playground duty.
Lunchroom duty.

Lungh mcney .

Bus loading/unloading.
Open house.

PTA ﬂeetinés.
Committee membership:.

]

Extracurricular- activities, clubs, organizations, athletics, etc.

2. Become thoroughly familiar with échocl“procedureg and policies
concerning students. These may be included in a schoéol or district

handbook. If so, obtain a copy. Items covered may include:

Fire and thnado drills.

Reporting absences and attendance.

Handling stuéent illness or injury during school.
Daily schedule (lunch, dismissal,'etcf).

Use of tools and equipment. )

Discipline~-what is prohibited, what is permissible, and under
what conditions.

Regular newsletters to parents.’



N

3. Learn about school procedures concerning teachers. . These may also be
outlined in a school or cdistrict handbook and will cover:

a. Unexpected illness.

bh. Personal leave (medical or buéiness reasons).
c. Room parties.

d. Room hélpers (mothers) .

e. Fiela trips (number allowed, schoolfprovided'transportation,
permission, etc.).

£. Funds for materials ana préjects.
g. Teacher.aides.
"h. Faculty meetings.
i.  Use ofwofficé telephone.
j. Mail delivery.
k. Lesson plénsl
1. "Chain of commang" to follow in case of complaint.
m. Records £o be kept, forms to be filed, etc.
n.. kandling money.
o. Lost ana found.
p. Ccntents of cumulative record folders.
4, Learﬁ stanaards of behavior for building, halls,'restrooﬁs,
lunchrooms, playground, bus, etc., including dress code for both students
anga teachers.
5. Deterﬁlne‘the avallablilty of paraprcfessionals cr teaéﬁer aides.

Consult the principal or several experienced teachers for suggestions when
deciding how best to use them. :

' The Children

1. Check with the school admlnlstrator to determine what 1nformat10n can
be gathered about students before the start of the school year.

2. Check with the school aaministratcr to oetermlne what information can
be examined concerning the students.

16
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3. CEtuady the

cumulative records for each child.

a. Make a frequency distribution of achievement in areas such as
reading ard math.

(1)

(2)

(3)
b. Stuady

(1)

(3)

(4)
(5)

(6)
(7)

(8)

O
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Use standardized test scores and/or data on level of book
completed. '

Note range, mean, and composition cf class. Use this data to
tentatively answer guestions such as:

(a) 1Is the group about average in reading, math, spelling,
etc.?

(b) Will grade-level texts be appropriate?

(c). Is there a larger—than—expected number of high or low
achievers

(d) Lo there seem to be some tentative groups for reading
and other curricula areas?

Consicder these data as “indicators." not "absolutes!"

each child's folder.
Stuay the rhotographs; try to learn names.

Learn about family/home situations. Note names of
parents/guardians. Don't assume same lacst name as child's.

Note any outstanding strengths, weaknesses, 1nterests,
capabilities, etc., both academic and non-acadenic.

. Record birthdays on room calendar.

Notice if child was in any special programe——LD, speech
therapy, gifted, EMR, etc.

Notice any health, physical, medical, or learning problems.

Note any mainstreamed children, which subjects they will
study in your room, etc. '

Determine if there- are any children who, for religious

reasons:

(a) Carnot participate in some school activities or have
some restrictions on them. (Some religions don't take
part in the flag 'salute; some decn't use medical
services or physicians; some don't observe the
religious aspect of Christmas, etc.)’

(b) Will participate in some religious holidays or_
" activities not covered by the regular cchool calenqar.

2
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c. Talk with the children's former teachers aboué:
(1) Children’s needs,'interests, and abilities.
(2) Classroom hints and techniques.

G. Talk with building principal about:
(1) Children in gencral.
(2) speci.iic children.

e. Cautions: ftry to be objective. Try not to form negative opinions
about children. Consider each child capable and special and give
the child many opportunities to prove his/her worth.

f. Prepare a file foldei for each child in which to keep room.

records, samples of child's work, and other information.

District : )

3.

‘any
the

Study « map of the district.

Learn about: LR

a. Most commen occupations in the community and the oqsupations of
your students' garents. B \

b. Dzgree of transiency in comnunity.

c. Private and,/nr parcchial e~hools--who attends them and how zublic
seiol enrollment is affected.

Drivs faraugh the district and locate homes of your students. Note
obvicun thinge ther weald help you better understané your students and
communtity. =ich as the {21 lowing:

a. Size und wewnes:t f howse,

b. Dejres of .:o.iatdov.

c. Gereral upkeep (paint, etc.)

- d. Landscsping and grounds.’

e.  Nunz=er and kind of vehicles.

<

f£. Items of interest such as TV satellite dish, orchard, auto repair
garage, in-home business, etc.

-

. 1g
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4. Find out bus "pick-up" and "let-off" times as well as length of time
children spend on a bus. This may help you understand how early children
have to get up, how early they must go to bed, or what they've done before
they get to school,

5. Talk with the schocl administrator to cbtain guidance about hew much

information to gather about the district. Being too inquisitive may lead
tc problems for the inexperienced teacher.

The Community's Resources

1. Learn abcut resources :in the commrunity which car enrich your learning
experiences. Many rural communities have more than you might expect.
Examples include:

4. Museums, historical sites, arna libraries.

h. Places of business that could give tours such as banks; grain
elevatars, incducstries, post office, dairies, orchards, airports,
.lumber yards, grocery stores, water plant, newspapers, etc.

‘ . ‘ , .
c. Organizations such asg lListoricel societies, Chamber of Ccirmerce,
etc. ’

2. Learn aboul pecple in the community who can provide special services
to supplement your instruction. These may include:

&. Telents and hobbies such as:
| (1) Weaving.
(2) Rcck collecting.
(3) Unusual péts.
(4) Arts anc crafts.
(5) Amateur radio.
_(6) Astronoﬁy.
b. Information for projects, which might inciude study of:

°

fl1) Photos/movies of other ccuntries, souvenirs, and
memorabilia. - ¢

(2) Vocations: County Extension and HDU agents, mechanics,
accountants, florists, salespersons, masons, equipment

operators, meteorclogists, veterinarianc law enforcement ...

officers, attorneys, bankers, etc. Rural communities
frequently have a number of these pecple whose knowledge can
be used to -enrich learning.

-

e i
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3. . Ask fellow teachers/administrators, parents, neighbors, and others for
support. In most rural communities, such resources and propile are well
known. '

a. Get responses in writing. Compile a list of rerources and the
people who cai help when exploring cértain topics.

b. Survey parents to &ask about their own resources and what they'd
reconmend. Use a prepared questionnaire. It is often helpful for
inexperienced teachers to wait until they feel accepted before
sending out surveys.

4. List tentative classroom visitori and field trips.
a. Coordinate these with major curricular topics.
b. Determine school policy on numbér of field trips permitted a year,

" availability of transportation, number of required adult sponscrs,
and other details.

20




IIXI. CLASSROOM ENVIROKMENT AND ORGANIZATION

Teachers who succeed in teaching are invariably organized and efficient.
Those whc are not find that the demands of teaching consume more than the
available time, The whole purpose of this handbocok is tc provide
inexrerienced teachers with an organizea structure thet will help them be

efficient,

Room avrangement must be functicnal. ‘'Traffic rust flow smoothly, vision
must not be blocked, cupboards and chalkktoards should not be blocked, ana
pupils' gesk arrangement should facilitate control and giscirline. One
experienced teacher said, "At the beginning, KISS. (Keep it simple, stupid).’

_If only a tew simple traditional activities are scheauled for the first week,

the room arrangement can be correspondingly simple. Teachers can add to or
rearrange furniture as they gain confidence anc ccntrol.

Children react to their surrounaings, Clutter breeds clutter, dullness
contributes to apathy, and an overly "busy" rcom can ke cistracting. Neither
neglect nor over—do your efforts to make the room attractive,

Be careful of spendaing money for a rocking chair for the reading center,
an aQquarium or x hamster cage, or even plants., Buy ony what is needcd or
what can be taken care of., (Does the rocm have enou,n light fcr a Boston
fern? Wwho will tke care of the tropical-fish at Christmas time?)

Investigate school rules and/or state law before acguiring carpet cr

_carpet samples. Some schools do not like them as they are hard to clean, and

some fire marshals prohibit them because they may produce quantities of toxic
smoke in a fire. ' )

Creating a suitable environment prcvides an excellent opportunity tc ask
other teachers for ideas: With what room arrangement do they like to begin
the year? What kinds of bulletin board displays seem most appropriate? Are
there any things not to Go (for example, pound nails in the wall)? 1In the
process of getting some souné ideas, teachers will also beccme better
acquainted with colleagues. : :

. Do not overlook another source of information: back issues of Instructor
magazine. Nearly all schools subscribe, and the annual back-to-schoocl issue
has several illustrations of bulletin boards. Make sure bulletin Loards are
suitable for more than a week. Teachers are too busy in the first few weeks

.. to make new cnes each week.

-
\‘»

\\@aterials other than assigned textbocks, workbooks, and worksheets are

‘needed for quality elementary instruction. By collecting and organizing these
betore\gc

Qifl'bedins, inexperienced tezchers wiil be able'to plan richer, mere
varied lessqons and alsc will avoid rushing arcund in last-minute desperation
the night be?bre a lesson trying to locate cld magazines, scraps of wallpaper,

- or other material§<\

O
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N . . .
Determine an effective methcé for organizing *he various materials you
accumulate. Boxes, en\elopesJ file folders, notebooks, and sacks can each
serve & unique purpose. ~

L.
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.Finally, do not 'give this task more time than it deserves. Becoming
familiar with the textbooks and making long-range and daily lesson plans are
far more important than having the most attractive room in the school.

The biggest fear most inexperienced teacliers have is that of pupil
discipline. Discipline problems are usuvally minimal if teachers are
crganized, have appropriate learning evperiences, and are confidently in
charge.

~During, student teaching, student teachers often merely adopt the
procedures anda routines that cooperatina teachers have already established.
Inexperienced teachers must establish their own proceduvres. Many of them will
.not require intensive thought, but a few, such as formulating & grading system
that is objective, fair, reliable, ard ccrresponds tc the schocl's reporting
system, can be quite aifficult. Other teachers can be of great help as
sources for ideas and also as evaluators of your plan.

A large part of the school day is speunt in routine procedures such as
distributing par~rs and lining up. If these are rnct efficient, a large amount
of time that ~ould have been better used in teaching ‘&nd learning can be lost.
Therefore, organization in the classrcom is not merely a matter of things
running smoothly but more a matter of the guality of pupil learning. The
amount of time available is too cshort to waste any of it. Suggestions in this
section should help teachers be more efficient. Research has repeatecly shown
that the home is one of the most influential variables in pupil learning.
Therefore, the best relationship possible should be developed with the hcme.
Most ruiral communities are highly school-oriented, and parents/guardians are
zealously cooperative. Take advantage of and encourage this spirit by
communicating with the home. This can be accomplished in several ways.

Special circumstances, such as teacher's absence or a pupil's birthday,
which may also occur during the first week or two of school, require some
consideration, too. :

This handbook cannot prcvide all of the specific aspects cf classrocm
management and discipline inexperienced teachers need to consider to begin the
school year efficiently and effectively, but a lengthy bibliography of books
on these topics concludes this handbook. Schools sometimes h&ve one or more
of these references in their professional libraries or other teachers or the
principal may have them. Ask.

A. Fkoom Arrangement

l. Determine room arrangement.
a. - Location of teacher's desk:

b. Arrangement of pupils' desks. For an inexperienced teacher,
traditional rows for the first few weeks may best create an
atmosphere most conducive to the fewest number of discipline
probiems. T .

| y 22
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Ce.

“ N

a.

Location of and kinds of study centers:
(1) Reading tables (group instruction).
(2)” Readéing center (independent reading).
(3) Learning centers, if any,
A note about the use of centers: Most experienccd teachers

caution NOT to use centers during the first couple of weeks or so
until teachcr cortrol “ias been estailisi.ed.

Location of ac:litional furniture:
(1) File cabinet.

(2) Display tables.

Make sure the arrangement will werk from week tc week even though
centers and special projects may change.

Ask about the availability of any extra furniture needed such as desks
learning centers, table for science display, stand for plant,
bookcase (s), rcon divider, portable chalkboard, cr wheeled@ table or cart.

Room Decoration

1.

Frepare colorful, attractive bulletin boards:

a.

Disrlay any pertinent pictures, posters, charts, and maps.

Start early; it takes ionger than you would expect.,

¢ , .
Some schools have rolls cf scalloped corrugated paper for borders
as well as pin~tack plastic letters. Inquire. e
Make bulletin boards functional, rct merely decorative. They
should relate to material to be covered the first week or two.

Consider a theme or color sa'-me for a month} such as Winnie the
Pooh, Sesame Street, Knlghts of the Round Table, or orange-yellow-
recé~-brown color scheme.

Prepare a birthday chart, with pupils' names listed appropriately.

Consider decorating one bulletin board or wall space with only a
border and title. con which pupils' work can be immediately
displayed. . ‘
Someplace, either in the hall beside the door or on bulletin board
or wall space, have a display including each child's name, such as
"A Bunch of Cood Apples" with each chilé's name written on an
apple.

“
¢ -
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3. Consider a plant or tws and possibly even an aquarium (if you know
enough about tropjcal f£fish to care for them adequately).

4. Don't limit djsplays merely to bulletin boards. Consider other areas,

too: (1) on cupboard and closet doors, (2) above sink, and (3) inside of
door to hallway. Den't glutter the walls.

cC. Ogganizingiuaterial

1. Instructiona) Materials:

a. Determine what the school has in the way of the following that you
may use:

(1) Extra workbocks.

(2) Copmercially prepared spirit masters (for seatwork
activities).

(3) Textbooks no longer in use.
(4) Idea/activity books.

b. Determine whether the school has school supply cétalogs anc
whether there is any discretionary money with which to purchase
needed material such ar ~pirit masters, bulletin board materials,

. etc.

c. Adavertisements in recent issues of Learnlng and/or Instructor
magazines can. also provide ideas.

é&. Ask fellow teachers fcr reccmmendations of supplementary material
they've found useful,

e. Check the lecal library for bocks or magazines that will go with
units of study in the first several weeks.

f. Attend garage sales, which are_often inexpensive sources for -
paperback- books. -

ge. Examine Eéacher'c manuals and _note worksheets, games, éevices, or
other suggested learning activities for first several weeks. Make
appropriagte teaching aids. : ) :

h. Construct learnidg centers ahead of time that can be used once.
school is undervway. '

24
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2.
a.
(1)

(2)

(3)

b.

(1)

(2)

(3)
(4)

= (5)
[
(6)
(7)
(8)
(2)

(10)

Boxes

Supplementary Materials:

File fulders for distrizt and school materials.

Policy handbook.

Communications from principal, superintendent, and other

supervisors.

Communications from professional organizations such as NEA.

for curricular areas or months:
Pre-maace bulletin koards.

Games and devices,

Visual aids (pictures, illustrations).
Sample art projects.

Seatwork sheets.’

Ideas for activities.

Charte, maps, graphs.

Playground games.

Indoor rececss ganes.
g ¥

Party games.

¢. File folders for instructional material:

(1) One for eécﬁAchabter, topic, or unit.

(a) Seatwork sheets.

(b)‘ List of available resources and ideas.
k2) Consider "Gaily" seatwork folders (one for

week) .

d. Notebooks or binders. These are handy for keeping
taught in reading and/or math.

each day

lists of

3. "Junk"--collect and save everything. Almost any kin¢ of junk

usea creatively and educationally.

Sampie wallpaper books.

a'
b. Styrofoam-egqg cartons.
- o -
c. Styrofoam meat containers. - or
L : ~ O
Ve
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Pringle cans.

Toilet tiasue cores,

Paper towel ccres. o

(rpet squarés. . ’

Rags «hé fabric scraps.

. Computer paper. .. N

Blank newsprint from local' newspaper or printer.
Aluminum. TV dinner trays and pie pans.
Banners or signs from grocery store displays.

0l1d magazines, particularly ones with big pictures, photos, or
¢dlorful ads. ’

Large cartons: TV, refrigeratcr, stove.
File cards written on only one side.
Eaby focé jars tor paint (tc put in easel trays).

Christmas and other holiday greeting cards.

Milk cartons of zll sizes.

D. Discipline, Control, and Management

1. Formulate a few concise rules for expected behavior in the classroom.’
bon't assume pupils know what is expected. -

e

b.

o

20

Inexperienced teachers should choose only rules they "can't live
without" and are willing to enforce consistently.

State rules positively, such as:

(1) Listen attentively,

N

(2) Raise ybur hand, and wait to be recognized.

(3) Walk while inside the school. . .-

-

Cons'ider writing these on a poster for cisplay and discuscsion the -
first day of school.

{

. 2
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2. Formulate the specific consequences for failure to folliow a rule.

a. Include cnly those consequences that are to be used consistently
with all children.’’ :

b. Include ore initizl warning.

¢. Have & gerieg oruconsequences, light to seveire, anc¢ not just a
single consequerice. : RS

d. Censult exferiercea teachers and/or the pri ‘ncipal.

3

e. UDisplay the consequences along with rules for behavior,
3. Formulate scre positive ways to reinforce geod bebavior.

a. HRave some reinforcers (such as stickers, awarés, or notes co

parents) for both individuals and¢ the vhole class. ’
R

b. Ccnsult cther teachers for suggestions, but cdon't use ideas-
costing significant g¢mcunts of  money. ,
| : » j

c. Set'goals or stendards, and specify what will happen when these
are follcweu or met.

e

Routines an¢ Procedures

1. Plan some crganizational method for hendling pupils’ parers. have
baskets, folders, stationary mailbexes, or large envelopes reaéy for
pupils® papers. Half-gallon milk cartens can be stapled togethér, or.
gallen cans can be stacked within a wooden frame or super-glued together.

2. After checking the district r>port caré system, fcrmulate a t-ntative
grading system for each subject. ' : ’

s v

a. Talk with other teachers.. ‘ . b

b. - Decide what will be graded--all daily work or ohly~tests. 1In
areas such as handwriting, spelling, and written comp051t10n
decide whether work in other currlcular areas (readlng, science,”’
social studies) will be evaluated or only work done spec1f1cally
in thosge particular assignments will be graded.
. *

‘c. Decide how and when to commun1cate the gradl g syctem to the

pupils. .
d. Decide whether the parents need tc be informed about the drading
~ "~ system. ’
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3. Formulate several routines for each of the following:

a. Lining up td leave the room at lunch, recess, and dismissal. Use
ways in aadition tec pupil gender or which row is gquiet/ready
first.

b. 4Distributing, turning.in, and picking up assignments.

c. Sharpeping pencils.

d. Using bathroom.

e. Placing name ané date on assignments.

£. Taking the lunch’coupt.

g. Recording .assignments given and date due.

4. Determine whether pupil helpers will be used, what tasks pupils can be
responsible for, how helpers will be determined, and for how long a pupil

‘will hold a particular job. Have the chart ready on the first Aay.
Consider these activities/areas:s

a. Mid-morring milk.
b. Flag salute.

" c. Playground eguipment.
d. Message delivery.
e. Classroom ;ights.
f. Line leader.
g; ‘'Pencil sharpening.
h. Classroocm calenQar.
i. Classroom librarian.
j. Paper passer:
k. Restroom monitor.

1. Chalkboard erasing.
m. Windows and blinds. .
n, Plants.,

o. Lunch count.



F. Class Lists/Rosters

1. Prepare a blank class roster on a ditto master with names on the left
and columns on the right. Reproduce numerous copies to use for:

a. Kkecording assignments.

b. Placing book orders.

€. Recording picture money.

d. Checking-field trip permission slips.
e. Assigning élassroom joks.

f. Listing skills mastered.

2. Consider writing girls' names in one color ané boys' names in another
as some school reports require names listed separately by sex.

3. Don't reccré rames and other information in the grade book for at
least one full week, because some pupils may be changed from room to
room, or pupils may enter school several days late.

4., Consider preparing a file card for each child with basic data on it

such as name, address, phone, birthdate, and WHICH BUS THEY RIDE (so there
are no mix-ups the first several days).

G. Communicating with Home and Pupils

1. Ccnsider either sending a note or a letter tc the home or to the
pupils, or phoning them. .

a. Letters to the home mighi include:
(1) sSomething about your background.
{2) sSome activities that are planned for the year.
(3)- Aﬁ explanation of the grading system.
(4) An cpen invitation for them to visit the classroom.

(5) Your sincere desire for good school home communication
throughout the year.

(6) An invitation for parents to share their information or
skills with .your pupils when and 1f appropriate,

(7) A discussion of the homework pOlle.

(8) a suggestlon or two cn how those at home can help chlldren
with bChOOl work.,

ERIC
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(9) A list of supplies needed.
(10) A calendar of special school dates.

Caution: Don't overwhelm the parents; keep the letter brief.
Don't include information that is readily available elsewhere (local
newspaper, school policy handbook, school newsletter); make your
letter specific to your room.

b. Notes or postcards to pupils might mention:
(1) A personal and positive welcome.

(2) Something they'll be studying durlng the first part of the
year.

- (3) Something special children can bring to share the first day
or so of class.

c. If stamps are too expensive, consider substituting a phone call.

G. Some teachers feel a home visit is valuable, particularly in
kindergarten and grade l. )

e. Consider a progress répcrt to be sent home regularly (weekly?) the
first several weeks of school. '

(1) Could be merely praise for good work. Consider giving one
to each pupil for some positive accomplishment, no matter
how small.

3

(2) Might be a brief checklist of work habits or level of
accomplishments. Could include a 1line for parental
signature with the form to be returned the following school
day. B

H. Folder for Substitute Teacher

l. Start a folder for a substitute teécher. Include at least the
following: -

a. Daily schedule including special teachers (art, music, P.E.,
library,  etc.)

b. Names of pupils who leave the room to go to special teachers (LD,
instrumental music, speech therapy) and times they should leave
and return. ’

4

c. Seatlng chart or class roster with comments about puplls with
spec1al.needs. These might include hearing loss, 11m1ted Engllsh,
epllepsy, or allergies. )

2. Consider incluéing several appropriate spirit masters that could be
ranradii~rad rmidielk ey =2nd naod Ffor ceatwork.
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Celebrations

l. Consider a birthday poster of some kind. It could be a "birthday
train" with each car representing a month, a flower with a petal for each
month, etc. Summer birthdays could be celebrated in one of these ways:.
a. In May, the last month of school.
b. In & month when there are nc birthdays.
c. In a month of the pupil's choice.
2. Make or buy a birthday card or- birthéay-gram for each child prlor to

the child's birthday, and file in an accessible place. All pupils in
the room could sign the card/gram.

3. Plan how you want to celebrate birthdays:

a. Consgult sckocl hanabcok on party policies, including refreshments.

b. Determine whether you want to present each child with a small gaift
like a pencil or bookmark.

c. Determine whether you want to give specizl privileges csuch as
being first in line, choosing a song or activity, etc.

d@. Pletermine whether, for primary grade pupils, you want a decorated
"birthday chair,"” a paper crown, a lighted candle, etc.

e. Decide how and when to sing "Happy Birthday."

4. Many primary grade teachers have a "Lost Tooth Club," but many other
teachers question whether this is wise and desirable. They feel that it

discriminates against children who are maturing more slowly and won't lose

teeth until the next summer or year. These children may feel bad akout
something over which they have no control. Similarly, it may honor others
for no real reason. .

Pupil Identification

1. Préepare name tags:

a. Make name tags for each child. Have them worn in the room (but .

not at recess where they may get torn) the first week.

b. Desk tags can be hardled two ways:

(1) Many teachers recommend having namé tags.on_desks.when..-.

pupils arrive the first day.” If you do this, then also make
a seating chart. '

(2) Some)teachers like to have puplls make thelr own desk tags
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Affix name tag to desk so the teacher can read it easily.

Put bus number on tag if child rides & bus,

Also make name tags for other areas in ycur room, such as pupil
lockers, cubby holes, and coat hangers.

o
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IV. INSTRUCTIONAL PLANNING

Long-range plans for all curricular areas are imperative if instruction is-
to be organized, cystematic, ané efficient. 17Too many beginning teachers ask
themselves on Sunday evening, "whet am I going to ac in sccial
stucies/health/larquage arts thic veek?" Teaching then tends tc reccme
routine, textbook-shackled, anG pcscibly even disorganized. A chapter may
never get finished, important skills may never cet mastered, and wcrthwhile

" learning experiences may get ignoreé. As a result, children's learning may

suffer, arc the teacher constantly feelc harried, unfocused, ané perplexea.

The first stage of lcng-range planning is becoming acquainted with the
assigned textbccks or curriculum guides as ccvered in the first section of
this handbock, "Usirg Thic kandbook." Then, in each major currlcular area,
teachers should systematicel ly prepeare the fcllowing:

1. A rough schedule for the year.

Z. A "skeleton" plarn f{or the {irct several wveeks ci schcol.

3. Detailed lesscn plané implementing the "skeleton" plan.

Amnricanveducation is ccnmitte¢ to provicding fecr individual differences
among pupils. ind even though neophyte teachers are nct expectec to

individualize instructior,, they can, during the first week or so, make scie
objective ané specific initial assessments of pupil achievement in a variety

‘of areas. To collect accurate information most efficiently, teachers nust

deliberately incorporate some data collecticn prccedures into their caily
lesscn plans. This could be cone with a review cf last year's spelling words,
a timed test on basic math facts, preparation of written answers to a basal
reacer stoty, or by cther means. Some beginning téachers.may be skillful
enougn to administer information recading inventories or to construct informal
ckills tescs. '

Some way of recording this infcrmation is nccessary. Then teachers shculd
compare and synthesize it with other available information such as that found
in cumulative reccras or share¢ by previous teachers. Such procedures will
give the inexperienced teacher much insight into the pupil's capabilities and
neeGs and will help durinc planning of ar instructionzl program.

A. Plans and Schedules

. 1. Long-Range Planning:
. Eefore cchool beglns, beccme acquainte¢ with tcpics that will be
-covered durlng the year in each subject, particularly social
studies and science.

b. Make a rcugh schecdule for the year for each curricular area,
particularly social studies and sc1ence. P sample plan of a rough

“class is shown on the next page. .

schedule for the first nine weeks of ‘a secén; grade social studies T



Nine-Heek Sample Schedule

2nd Grade Social Studies

Unit 1 - "Whec Am I?"*

W
o
1

Augucst Get acquainted; self-collage
September 1 " :
September 3 "

Serptember 6 - Labor Day; no schocl
September 8 - "Who Are You?"
Septemker 10 - "

September 13 - "How Am I Unique?"

September 15 "
September 17 "

Serternber 20 - "My Voice"
September 22 - "My Feelings"
September 24 " i
September 27 - "I Look . . . "
Septemker 29 "
October 1 - "IAm . . . "
October 4 "
October 6 - "Sanford's Story"
- October & L ’

October 11 cow
October 13 - "My Neecs"
October 15 - T"Safety"
October 18 - "Believe"
October 20 v

. Cctober 22 - Columbus Day** °
October 25 - "Love"

October 27 - "Kncw"
October 29 =~ Halloween**

*9 weeks; 24 teaching days in unit--Mcnday, Wednesday, Friday
. ’ J :
**Will study Columbusfand Halloween rather than the assigned topic.




c¢. In drawing up this rcugh schedule, consider the following:

(1)

(2)

(3)

(4)

Visit with other grade level teachers for their suggestions.
If it makes no difference where in the year the topic comes,
put the topics you consider most important or "teachable®
early enough‘*in the year that you won't omit or slight them
late in the. semester or the year. Note that sometimes
topics "are seguential (built upcn previous ones) or are more
appropriate for older (end-of-the-year) children than for
younger® (beginning-of-the-year) ones.

To the extent possible, make schedules ccnform to the school
calendar. Take intc concideratiorn: .

(2) Grading pericés. :

(b) Holidays, vacations, and breaks.

(c) 'In-service days.
Knowing- what children have -stucied in each curricular area
during the previous grade should help when determining how
much time should bLe spent on units/topics. Therefore,

examine the curriculum for the.previous grade to see how it
might affect the long-range schedule.

d. For each curricular area, consider stating several goals that will
be eddressed during the year as well as the content that will be
covered. When devising the calendar, try to match these goals

" either to content or tc instructional approaches.

e, It is important not to over-schedule yourself. Leave csome time
! -for the “ollowing:

(1)

(2)

(3)

Review near the end of a unit/chapter.

Plan re-instruction tollow1ng a unit/chapter in case skills
werer't mastered.

Make up for unexpected occurrences such as school closing

"because of snow.

f. For each mhjor topic, start a list of several.possibie learning
experiences/activities:

(1)
(2)

(3)

(4)
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"Media.

Field trips.

Resource people, : B !

Games.
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{5) Assignments.

(6) Bulletin boards.
(7) Learning centers.
(8) -'Special books.

This is particularly important fcr the seccnd set of units/topics
that will be taught so that you can begin preparing for them and
not- get caught in the "weekend-before-a-new-unit" rush.

2. "skeleton" Plans: For each curricular area, draw up a skeleton plan
covering the first several weeks of school. Incluce rmore details than in
your yearly calendar but fewer than needed for lesson plans. A sample
month~long skeleton plan for a three—group reading arrangement is shcown on
the next page.

3. Daily Lesson Plans.

a. Write detailed cdaily lesson plans for each curricular area for the
first week.
LY
b. Consider keeping thew yather traditional until you are confident
you have adeguate pupil control.

c. Keep within the time lirits of daily schecdule.

d. Plan a brief additional correlated activity for each area shouv’
lesson not take ac long as planned.

i. Daily Schedule: Construct tentative daily and weekly schedules.
a. Use graph paper so proportion anc balance are evident.

b. Include special teachers and activities like P.E., music, art, and
library. ‘ :

c. Include time for clean-up, coats, etc., at noon and end of day.

d. 1Include regular tiﬁék\possibly daily, for individual instruction
and assicstance. N

e. .If some pupils leave befqne others (bus pupils), plan what to do
after they leave. ‘\

f. Post the schedule conspicuousiy\in the room.
: AN



SnrPLE LCKG~RANGE SKELETON* FLAN I'' READING

89 101112

15 16 17 18 19

22 23 24 25 26

29 301 2 3

“1he Blg Day"
"Bavy in Clock™
vworkbook 32-36

"Fatsy & the C.B.“

. workboox 37-38

Skill lessons:

"Amy's Family"”
"Children's Garden®
werkbook 39-44

"Mardy's Grandmother™
workbook 45-48
Skill lessons:

"Little Boy's Secret®
"The Queen Who . . ."
workbook 49-51

!
1 Extension: sequence 5kill lessons: context clues Skill lessons:
i reking own waps airections root words syllabication prefixes
; Creative writing: realism/fantasy i Enrichment:
! "An Emergency” Enrichment: dramatize “LBS"
i planting bean seeas
|
v PovJack b Bearstoli™ “String Beang" "pcllution® "hell?” "Which One is Mine?"

worrbook 27-29

skill lessenc:
Co souncy
Guivue worae

t.rtensions:
cranatize "Jhun

"

"tariko Coes to Camp"
workboon 30-35
Skill lescons:
cause-effect
CU-OW WOIGS
Lnrichnent:
planting bean seecs

workbook 36-37
Skill lessons:
bar graphs
Enrichment:
making own bar
graphs

"Spring Whispers"
workbook 38-42
Skill lessons:
roct words
vocabulary
Enrichment:
seasonal poems

"Paper Animals"®
workbcok 43-~48
Skill lessons;
glossary
syllabication
Enrichment:
pupp%#t show of
"WoIM"

"Vvisit to Lelwy
rarn"
workbook 47-49
Skill lessons:
r-controllea
~ vowels
causc-effect
Extension:
tarn ccllage

"Magic Glasses"

"Eacie . . "

workbook 50-55

Skill lesscns:
nain ideas
conpound words

Enrichment:
chart "what We

Read”

"The Bed Just So"
"Grandpa . . .”
workbook 56-61
Skill lessons:
silent letters
multi-meaning words
Extension:
choral reading of
"ped Just So"

"Jobs With Dogs"”
workbook 62-64
Skill lessons:

understanding motives

suffixes ful & ly -
Enrichment:

oral reports on dogs

"Kate's Swimming . . .®

"Carrots . . ."

workbnok 65-69

Skill lessons:
context clues
reading a map

cleton" plarn 15 & briefl overview of interdea acconplishments.

a yeneral, flexikle, guid€; it is not a pledge or a commitment.

O
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S. Suprlemental Materials..

a.

B

O
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Ahead cf time, prepare some activities to be used when plans don't
take as lcng as expected, when the weather is too severxe and a
change of plans is necessary, when the music teacher is three
minutes late, when children finish early, or when there is extra
time at the end of the day. Place descriptions of these
activities and related materials in a card file, folder, or small
bcx. Some types of activities that you might want to include are
these: :

(1) pPuzzles.

(z) 3eatwork pages.

(3) Educational ganmes. P

Vi

{(4) Fingerplays (K-1).

(5) Choral readings.

(6) Crossword puzzlec.

(7) Discussicn guestions.

(8) Creative writing.

(9) Stcries and poems to read alcud.

(10) Fun art activities.

(11) Riddles.

(12) Word searches. ‘ -
(13) Brain stretchers.

(14) Strange-but-true facts.
Considerlpreparing one or more learning centers if ‘you believe Yyou
can incorporate them into your organizational/instructional
scheme. These are excellent both for basic instruction anag for
times when work is finished early. However, most experienced
teachers reconmend NOT using them the first week or so until you
have control of and can manage the class. Most - schools have

professional libraries that will have books with ideas for
learning centers, or you can contact an experienced teacher.

A



B. Pupil hssessment

1. Prepare some procedures tc help when tentatively determining at whick
level pupils are working, particularly in skill areas such as:

a. Math,

b. Reading.

c. Spelling.

&. Composition.

e. Handwriting.

f. Listening.

2. Assessment procedures that are apgpropriate include:
a. Pre-tests.
b. Review lescons.
-c. Worksheets.
e. Oral activities.

3. Prepare some kinc of checklist so that some‘basic information revealec
by your evaluation can gquickly be recorded. Teacher's manuals frequently
contain good examples. .
a. Keep it simple for initial infcrmation. Charts such as the cne
displayed below are useful.

" Spelling ]
. Top 1/3 Middle 1/3 Low 1/3 '
Andrea _ X )
f : I -
Bryan b ¢
Cathy ) ‘ x

s

b. Compare this initial assessment data with other available
information in the cumulative record folder. Consider discussing
any major discrepancies or puzzlements with other teachers,
particularly the pupil's previous teacher, or the principal.’

{ . = ' . : -

L3

O
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.

c. Don't form permanent opinions of pupils based only on initial
data. Keep an open mind. i

.

4. Begin thinking how ‘this information can be used in constructing lesson
plans, making assignments, planning learning experiences, and forming
" instructional groups. Assessment data should be used, not just collected.

- oy
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V. OCORCLUSION

The primary purpose of -this handbook is to help assure better pupil
learning. American schools and their teachers are being heavily criticized,
and numerous studies have indicaced that some aspects of achievement have
declined in recent years. Quality rrsearch has singled out the beginning of
the school year as being remarkably crdiial in determining pups«l learning,
pupil control/management, and even teacher burn-out. All educators--teachers
and admlnlstrators--serlously need to- reassess how the school year “is-begun
and what kind. and quallty of preparation is needed to make 1t sound and
effectlve. :

The'intent of this handbook has been to prcvide structure, system,
stimulation, and assistance to help inexperienced teachers be the best

teachers they can be so their pupils will learn as much:as they possibly can.

We know this handbook did not make their pr eoaratlon easier, but we hope it
made it better. . , -

While the suggestions ir this handbogk will not lessen the effort
necessaty for adequate before-school-starts teacher preparation, we do hope
that following the handbook®s..quidance will result ,in"better prepared and more
self-confident teachers than would have happened otherwisge,

N
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