Classroom Guidelines:

Make sure that every child has a nametag on, either a badge or a sticky label, before you allow them into the classroom.  If the child does not have a nametag on, have the parent go back to the badge table and get a nametag for the child.  If a child arrives later in the day, make sure that he or she has on their nametag or badge. There will always be a supply of sticky labels on the badge table to be used for nametags in case one is lost, forgotten, or the badge is not made yet. It would be a good idea to keep a sheet of nametag stickers in your aide folder for those who do not have a nametag or lose it during the day.
Take attendance. Every time you take attendance, check to make sure that each child has on a name badge or tag that is easy to see.  It should be on the front of their body. Let WB assistants know who does not have a name badge. Tutors or mentors and aides should have a name badge as well. 

Assist the tutor in any way. Help clarify the tutor's explanations if helpful. Walk around the room and look for ways to help. If you find that the tutor does not have work for you to do, ask the WB assistants if there is anything you can help with while you sit in the back of the classroom.  

Whenever the tutor has lesson plans or papers to go in the children’s binders, the aides are to make sure that the papers are inserted correctly and into the right place in the binder. Do not let the young children do this by themselves. Oversee the putting in of the papers. There will always be a hole-punch available by the supply cart, too, if needed. If a child is absent, put their name on the handout and place the handouts in the family communication folders located on the check-in tables.
Remind the children at the end of each class to pick up their binders, clean-up if needed, and to thank the tutor for teaching them that day.

If a child is hurt, seems ill, or is just unhappy, come and tell the Donna Rollins or WB assistants about it and we will determine if the child’s parent should be contacted. A directory of all the parents’ phone numbers and cell numbers will be kept at the check-in area with the WB assistants. Many times, I will tell you to make the call.  If you cannot reach the parent, leave messages on all the phone and cell numbers listed. Inform Donna or WB assistants if you made contact with the parent and what was determined. WB assistants can also help with these calls.
Help to maintain classroom control.  Do not be afraid to correct children who are talking or disobeying classroom rules. If a child needs to use the restroom, you are to walk him or her to the restroom and stand outside the door, and then walk the child back to class. Never let a child go into the hall without an aide or tutor watching him.  For teens, the tutor or aide may stand by the classroom door as he or she watches the children go back and forth from the restroom.
If you are not sure which course a child should be in, refer to the sign posted outside the door of each room.  It lists the name of the course, times, and children’s names. The Door signs will have the most current information so check your attendance sheets and lists and correct them to match the door sign information.
If a child is not staying for the whole day and needs to wait for his or her mom to pick them up, the child should stay in their last course with the tutor, and you are to take the other children to their next course, or you may take the child with you to wait for their mom in the next course. Try to decide what is best between the tutor and yourself. Make notes of when each child is leaving for the day.  

If a parent is late in picking up a child, bring the child to Mrs. Rollins’ room or to WB assistants to wait for pick up. Make a reminder call to the parent if they are more than 10 minutes late. Inform WB assistants when a child is picked up 10 minutes or more late than expected.

Stay with the class until the next aide comes if you are not the aide for the whole day.

Please enforce dress code and electronics policies which are explained in detail in the policy pages.  Be sure to set the example in your dress for the children. It would be great if all the aides wore a WB T shirt so parents and children could identify WB workers and would know who to go to if they had some questions or needed help and directions.
Hallway behavior Procedures:  

The children are to be quiet in the halls and there is to be no running in the building.  Running is only allowed in the gym.  The same is true for balls.  Balls are only to be bounced and thrown in the gym and not in the hallways and classrooms.  
Important!

The aide is always to lead the children and to be the first in line when walking the children from place to place. Lead the children to their next course. Be especially quiet by the offices and by rooms where teaching is taking place.  

If the children stretch out the line or if they are too noisy, stop the line and wait for them to catch up and be quiet. If need be, walk back to the room and practice this again until they follow your instructions correctly.  They need to be trained so practiced lining up quietly.

It is better for them to be late for the next course and follow the hallway behavior correctly than to rush the children to the next course and disturb the church workers and other rooms.

Inform the children that anyone who does not follow correct hallway behavior will have a time-out. Time-out is for 5 minutes.  You can always bring a child to my room for a time-out as needed.
When they arrive for PE or Lunch, have a place to put their binders.  Do not let them throw the binders down anywhere.  Have a place in mind for your students to place their binders where the binders will be out of the way of traffic.  If you need a rolling cart, let me know.

Lunchroom Procedures:

Pray at the end of the course before lunch for lunch. When quiet, pray for lunch. You can have the children take turns praying or lunch. Squirt a dab of hand sanitizer on each child’s hands before you leave the class. If convenient, have the children leave their binders in their first course after lunch or by the door.
Tell the children that they are to walk quietly down the hallway, put their binders in the designated place, pick-up their lunch and find a place to sit at a table. They may begin eating as soon as they are seated. They may talk quietly, clean up any messes, throw all trash away, no saving of seats, and have the girls sit with the girls and the boys should sit with the boys. Anyone who comes to sit by a person is to be welcomed to sit there. They should not leave their seat without permission.  (High School may sit mostly boys and boys and girls with girls, but they can have the freedom to all sit together unless a problem arises.) 
Go around the room and ask each one if they need to use the restroom and let them go one at a time while an aide or the mom lunchroom helper is out in the hall watching the child go to and from the lunchroom to restroom and back.  Aides work together to make sure that only one child is at the restroom at a time.

Ask Jennifer Kelly what she would like for you to do while in the lunchroom to help with the lunch period. 
As the children finish their lunches, have the children take his or her lunchboxes back to the table. They may pack their afternoon snack in their book bag.  Collect their binders and dismiss the children when they have cleaned their area and are quiet. Be sure to have the children cleanup and throw all trash in the trashcan.

There will be some games and jump ropes that the children may play with after finishing their lunches. They are not to leave the lunchroom without permission. Children waiting for pick up should be waiting inside the gym/Lunchroom area by the double doors. 

Snack Procedures:

Children may eat a snack in the afternoon or in the morning if they have a late lunch.  (After PE class is a good time for snack if applicable and also in craft classes.)  A good time for morning snack would be in the 11:00am courses. Additional places for snack time are outside with the tutor and aide, in the kitchen, or in the gym area.   

Dismissal Procedures:

Dismiss a child, one at a time. Ask the child, "Is this your Mom or Dad?"  Do not let any child leave the room without your permission.  Stand at the door and do let a child run out into the hall.    

Once every child from your last course has been picked up by his or her parent, then you are free to leave. Make notes when a child is leaving for the day. Who picks up the child at the end of the day?  Does someone beside the parent pick up the child?

No one is to go outside the church building without permission. Aides and tutors check outside periodically. Only if a mom is with them should children be playing on the hill or outside. No playing should take place in the parking lot.
Health guidelines:


Use hand sanitizers often or have children wash hands with soap and water. Encourage them to not touch their face, to keep hands clean, to cough and sneeze into a tissue or their sleeve. Sanitize tables as needed.

