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Introduction 

 The following management plan and its components will follow my theoretical 

perspectives and goals regarding classroom management in secondary education. I will discuss 

my classroom learning environment by establishing a general, fictionalized context for learning 

in addition to how I will address and prevent problematic behavior within instructional planning. 

I will present the methods through which I plan to communicate my expectations with the 

necessary stakeholders and how I plan to maintain a culturally responsive classroom. My 

research-based rules, policies, and procedures will also be presented as will the codes of ethical 

conduct that are supported within this management plan. Throughout this plan, sample 

documents, classroom design layouts, and additional supporting materials will be included as 

visual aids. Ultimately, the primary objective of this classroom management plan is to compile 

the research-based best practices for managing behaviors, the content to be learned, classroom 

supplies, and time in order to maximize students’ learning experiences while maintaining a safe 

environment. 

Theoretical Guidance & Ethical Code Alignment 

 The classroom management theory that is reflected in the different design elements 

within this plan is assertive discipline. The assertive discipline approach emphasizes proactive 

response planning, using corrective actions, remaining firm and consistent, and giving feedback 

for good behavior (Canter & Canter, 2001). Assertive discipline pairs providing a structure for 

students and caring for their various needs while maintaining a classroom learning environment 

that is built on mutual respect, cooperation, and responsibility (p. 21). The assertive theory uses a 

positive behavior management approach to dually acknowledge appropriate behavior while 

redirecting and correcting inappropriate behavior through the use of attention, praise, and 
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positive feedback. The assertive approach contains strategies and methods for management that 

are ethically sound and align with those presented by the National Educators Association, the 

Association of American Educators, and the Alabama State Department of Education. As a result 

of my theoretical perspective and similarities across the ethical codes researched, my objective 

and goals for guidance, discipline, and management are: 

 Objective: 

o I will effectively manage my classroom for all students by maintaining positive 

expectations, creating lessons that engage and enable them to demonstrate their 

strengths while improving their weaknesses, and addressing and meeting their 

emotional, behavioral, social, and cultural needs alongside the academic standards 

(Canter & Canter, 2001; Wong, 1998). 

 Goals: 

o To positively respond to classroom misbehaviors and protect students from 

potentially harmful situations in the learning environment (Canter & Canter, 

2001; National Educators Association, 2010, p. 437). 

o “To help foster civic virtues such as integrity, diligence, responsibility, 

cooperation, loyalty, fidelity, and respect-for the law, for human life, for others, 

and for self” (Association of American Educators, n.d.). 

o To build trusting relationships with students, parents, and other stakeholders and 

maintain confidentiality regarding students’ progress (AAE, n.d.; Canter & 

Canter, 2001, p. 184; NEA, 2010, p. 438). 

o To establish a culturally responsive classroom by eliminating bias, preventing 

prejudice, and “nurturing the intellectual, physical, emotional, social, and civic 
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potential of all students” (AAE, n.d.; Alabama State Department of Education, 

2011; Pinto, 2013). 

 As education includes much more than specific subject areas, taking tests, and writing 

papers, a classroom management plan’s goals must address the external factors that inevitably 

influence the function, attitude, and behavior in a classroom. Therefore, my goals for 

management emphasize social skills and awareness because “the professional educator accepts 

personal responsibility for teaching students character qualities that will help them evaluate the 

consequences of and accept the responsibility for their actions and choices” (AAE, n.d.). The 

various codes of ethical conduct cited will be followed within my classroom management plan 

because the strategies and designs have been carefully selected based on research-based best 

practices. Ultimately, the instructional strategies, designs, and supporting materials presented 

shortly are aimed to provide students with a learning environment that enables them to grow as 

learners and citizens that is not inhibited due to disciplinary issues or ineffective management 

techniques.   

Context for Learning 

 The context for learning I have established for this particular plan is as follows. The 

school in focus is a rural North Alabama county school with a large Caucasian population. The 

school itself is condensed on a single campus and includes pre-k through 12th grade. The 

community’s economic assets include several small businesses in the downtown area and 

factories located in an industrial park. The economic status of the town has grown in recent years 

with the addition of a synthetic fiber manufacturing facility, and the majority of families are 

considered middle class. The increase in business and employment has also led to an increase in 
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population diversity. With the new diverse population, the school has a greater mixture of 

students from different ethnic groups. 

 The school balances high academics with extracurricular activities with particular 

emphasis on sports like football and basketball. The school and district mandate that a “C” 

average must be kept to continue extracurricular activities to ensure academic standards are met 

and the graduation rates remain high. The school offers college/dual enrollment courses for 

math, English, science, and history beginning in grade eleven. The grade level for this 

management plan is 10th grade English Language Arts. The average class size is twenty-six and 

is typically comprised of twelve girls and fourteen boys. The ethnic makeup for this class is 

fifteen Caucasian students, six African American students, one Asian American student, and four 

Hispanic students. Of the four Hispanic students, three are English Language Learners (ELLs). 

In regards to the whole class, there are five Individualized Education Plans (IEPs) and no 504 

plans. The individual IEPs require additional time for writing assignments, the support of a 

classroom aide, and access to the textbook, notes, and other materials during exams. While pull-

out programs are minimized and special education accommodations are made in inclusive 

classroom environments, students requiring pull-outs have access to special education teachers 

and a resource room throughout the day for certain class periods.  

Instructional Planning Strategies 

Fostering a Positive Classroom Culture 

 A few of the common sense strategies I plan to use to create a positive classroom climate 

and build relationships with my students include using student interest inventories, recognizing 

students’ attendance and participation, caring about students’ personal lives, and being 
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vulnerable with my students. Marzano, Marzano, & Pickering (2003) encourage teachers to 

make strong first impressions on the first day of school by teaching rules, policies, and 

procedures while also learning about their students’ interests through interest inventories (p. 

100). Similarly, Canter (2006) reports that these types of surveys assist teachers in learning about 

students’ passions, struggles, issues, and experiences, which aid in instructional planning and 

discipline (p. 92). By taking the time to learn about students on a personal level, a teacher is able 

to plan instructional activities that incorporate these interests, highlight students’ unique 

strengths, and engage struggling students during a lesson to minimize off-task behaviors. 

 Additionally, Marzano, Marzano, & Pickering (2003) emphasize that “taking a personal 

interest in students” by acknowledging their presence, talking with them about their hobbies, 

being attuned to changes in their personal lives, and giving credit for their ideas or participation 

help create a positive atmosphere (pp. 53-54). Through simple acknowledgment patterns, such as 

with the “4-H strategy” of greetings (“Hello,” “How are you?,” a Handshake, or a High-five) 

during each teacher-student interaction, one is able to personally greet each student and begin 

class on a positive note as well (Mendler & Curwin, 1999 as cited in Canter, 2006, p. 94). The 

recognition and effort on the part of the teacher also demonstrates to students that the teacher 

cares, which is more likely to encourage students to meet and follow classroom expectations 

without disruption (Canter & Canter, 2001). If a teacher does not attempt to recognize students, 

display a genuine interest in them, or maintains an indifferent attitude, students will mimic these 

actions and a positive learning environment will be difficult to create or nonexistent. 

 The final strategy I plan to use to create and maintain a positive classroom learning 

environment is being vulnerable with my students to encourage them to let their guards down as 

well. Canter (2006) encourages assertive teachers to “be real” with their students by introducing 
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themselves, connecting with students’ non-academic interests, and sharing struggles, triumphs, 

and experiences with students as part of building trusting relationships (p. 93). In an effort to 

teach respect and responsibility, I believe vulnerability is necessary on the part of the teacher in 

order to demonstrate that it is safe for students to share their vulnerabilities, take risks, and learn 

without fear of judgment from the teacher or their peers. Cummings (2000) also supports teacher 

vulnerability and “self-disclosure” because it allows students to connect to and build a 

relationship with the authority figure in the classroom on a more humanistic level (p. 17). By 

using these simple management strategies for maintaining a positive classroom climate, one is 

also able to guide students towards learning self-discipline that is applicable beyond the 

classroom.       

Teaching Self-Discipline 

 The strategies I plan to rely on to teach students self-discipline include: 

 Incorporating self-discipline and life skills lessons within English Language Arts (ELA) 

lesson plans (Cummings, 2000). 

 And providing students with behavior self-assessments as a part of self-monitoring and 

classroom disruption record keeping in addition to behavior rubrics (Marzano, Marzano, 

& Pickering, 2003). 

 Cummings (2000) recommends selecting literature that not only meets the district’s 

requirements and helps teach content standards, but that also provides examples to teach 

character education lessons (p. 89). For example, I might teach self-discipline skills by selecting 

novels that contain characters that allow us to analyze their character traits from a literary 

perspective and discuss the appropriate or inappropriate citizenship behaviors of the character. 
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Rather than isolating character and self-discipline education from content area lessons, a teacher 

can balance both by strategically highlighting specific aspects within lesson materials and 

discussion; furthermore, a teacher can use positive examples from selected readings, videos, and 

other materials to reinforce and justify their own classroom rules, expectations, and procedures 

as well. 

 The second strategy I believe will help me effectively teach self-discipline skills includes 

providing students with behavior self-assessments and rubrics of behavioral expectations and 

scoring them as an incentive for good behavior. Although scoring students based on behavior 

might be frowned upon, corrective actions that result in a loss of points will help encourage rule 

compliance and appropriate behavior (Canter & Canter, 2001). Marzano, Marzano, & Pickering 

(2003) also encourage the use of paper-and-pencil self-monitoring strategies with more difficult 

students to help them recognize their behaviors and work with the teacher to develop 

individualized behavior plans (pp. 85-88). Through record-keeping of misbehaviors, a teacher 

also has documentation for conferences with stakeholders.  

 In addition to tracking behaviors through self-assessments, as with any type of 

assignment, I believe corresponding rubrics will be beneficial. The following Student Self-

Assess Behavior rubric in Figure 1 is taken from fellow secondary educator Monique Rose, and I 

think it could be easily adapted to meet my own behavioral expectations in the classroom. I also 

believe the points for behavioral criteria are clear and a simple columned checklist could be used 

per class period to quickly assess students’ on-task behavior. In his Effective Teacher series, Dr. 

Harry Wong (1990) also emphasizes the power of the word “point” and how it can influence 

behavior. For my 10th grade ELA classroom, I would add points for behavior to the class 

participation section of my grading policy to establish its importance. 
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Figure 1. Student Self-Assess Behavior Rubric. This figure is representative of how one could 

score behavior and monitor students’ self-management skills. 

Addressing Students’ Needs 

 Although the majority of students will comply with classroom rules and strive to meet the 

teacher’s expectations, a small percentage of students with various needs and experiences require 

alternative approaches regarding management (Canter & Canter, 2001). The research-based 

strategies I plan to use to address individual students and these differences within the classroom 

include: conferencing with students, developing individualized behavior plans, and 

implementing behavior contracts. 

 Canter & Canter (2001) recommend conferencing as the initial step towards addressing 

and improving discipline issues with individual students (pp. 193-194). As discussed with my 

strategies for creating a positive classroom climate, demonstrating that one cares about student 

success, pays attention to a student’s problems, and makes an effort to help a student meet 
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behavioral goals within a private conversation can help meet specific needs within a classroom 

(pp. 194-197). If the misconduct continues after conferencing, another strategy that can be paired 

with this to address individual issues is developing an individualized behavior plan. Canter & 

Canter (2001) explain that individualized behavior plans should mirror one’s overall classroom 

management plan including corrective actions and feedback, but should minimize the number of 

behaviors to address/correct at a time to be effective (pp. 197-198). In addition to drafting 

individual plans, I also plan to communicate with the necessary stakeholders about my plans, 

expectations, and behavior problems through contracting. Pinto (2013) explains that “Individual 

student contracts should be created together with the student or parent […] [and] should include 

specific tasks, behaviors, and dates by which a student should demonstrate mastery” (p. 128). 

 The scans in Figure 2 below are taken from Pinto’s (2013) From Discipline to Culturally 

Responsive Engagement and depict an individual contract I would use in my own classroom to 

communicate with the stakeholders, document management plan adjustments, and hold students 

accountable (pp. 135-136). Since 10th grade is a transitioning stage that includes more parental 

contact than perhaps grades eleven or twelve but more independence that middle school, I 

believe this document keeps all parties informed while strengthening student-teacher 

relationships by addressing students’ needs. While the scans of the contract template are slightly 

blurry, I appreciate the fact that the contract emphasizes its purpose, target behaviors, teacher 

obligations, outcomes/consequences, and agreement between the student, parents/guardians, and 

the teacher. 
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Figure 2. Individual Contract. This represents an individual contract that could be used in 

addition to conferencing to help manage behaviors and address classroom needs. 

Preventing Discipline Problems 

 In a study of student teachers’ chosen management strategies for preventing discipline 

problems during instruction, Zuckerman (2007) reveals the three most effective strategies for this 

group involved “changing the pace of the lesson […], using the least intrusive intervention along 

a sequence of nonverbal to verbal strategies, and conferring privately with a chronically 

disruptive student” (p. 14). As a result of these findings, I plan to prevent discipline problems by 

adjusting my lessons, using nonverbal cues, and conferencing with students about disruptions.  

  Zuckerman (2007) reports that teachers who changed the pace of their lesson—

quickened the delivery—did so to reduce inappropriate talking, which Jones (2000) explains 
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“accounts for close to 80% of the disruptive behavior” (p. 9; Jones, 2000 as cited in Canter, 

2006, p. 73). Redirection through lesson adjustment does not isolate a single student for 

misbehavior, but aims to keep students engaged. Similarly, the use of non-verbal cues, such as 

proximity, distance, and eye contact, were also effective at maintaining a positive learning 

environment and continuing the lesson while reacting to misbehaviors (Zuckerman, 2007, pp. 

10-11). For students who might be repeat offenders regarding discipline issues or who might 

benefit from an individualized behavior plan discussed earlier, conferencing helped address, 

correct, and prevent misconduct (pp. 12-13). Conferences not only help prevent discipline 

problems, but they also help foster a positive classroom climate by building relationships with 

students (Canter & Canter, 2001).  

 To connect to assertive discipline and prevent behavior problems, I also plan to use a list 

of consequences—corrective actions—taken from Canter & Canter’s sample discipline plan (p. 

28). I appreciate the corrective actions presented in Figure 3 as it provides many options for 

addressing different levels of classroom disruption without disrespecting students. The corrective 

actions are also relevant and unpleasant to students, which will hopefully discourage 

inappropriate behavior in the classroom. 
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Figure 3. Sample Corrective Actions. This list is representative of the consequences I plan to use 

in my own room based on my theoretical perspective. 

Helping Students Focus 

 Canter & Canter (2001) explain nondisruptive off-task behavior “describes a student who 

is not disturbing others but is not paying attention or following directions either,” which requires 

strategies for refocusing (p. 132). Two strategies I found in my research that I plan to use to 

address this type of behavior are teaching listening skills and redirecting students’ attention by 

using their names during the lesson.  

 Cummings (2000) argues that to help students become responsible citizens, a teacher 

should teach active listening skills and monitor students’ engagement (p. 34). One method to 

teach middle and high school students to pay attention and focus during a lesson presented by 

Cummings (2000) involves the acronym FOCUS. This active listening technique helps students 
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stay engaged with a lesson by requiring them to make connections, follow a speaker, think 

critically, visualize concepts, and participate when required (p. 34). The elements of FOCUS are: 

 F = Face the speaker 

 O = Organize 

 C = Connect 

 U = Use questions 

 S = See pictures 

Cummings (2000) posits that by keeping students preoccupied during a lesson by meeting all the 

components within this strategy, the opportunities for disruptive behavior are reduced.  

 Additionally, Canter & Canter (2001) explain that another way to help students focus, 

redirect their attention, and stay on-task is to use their names within a lesson (p. 135). Just as one 

might use redirection techniques to prevent or address problematic behavior, an effective 

redirection strategy to use to acknowledge students’ off-task behavior in a positive manner is by 

incorporating their names in examples, directions, or other points within a lesson. Redirection 

enables one to address and help students focus without consequence, and can be used when 

behavior does not violate the classroom rules, harm other students, or drastically affect the 

learning environment (pp. 136-137).   

Implementing Seating Arrangements 

 Another major part of classroom management that must be taken into account during 

instructional planning involves seating arrangements. Harry Wong (1998) explains that “seating 
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arrangements are arranged to coincide with the task you have designed,” while assigned seating 

“1. Facilitates roll taking, 

 2. Aids name memorization, [and] 

 3. Separates potential problem students” (pp. 116 and 119).  

Dr. Wong (1998) also reminds educators that students should not strain to look at the board or 

teacher in the arrangement or have their backs to the teacher during instruction (p. 118). 

Cummings (2000) agrees with Wong’s seating arrangement philosophy by stating “The most 

widespread instance of visual distraction occurs in the classroom where students are seated 

around tables looking at one another during teacher talk” (p. 39). Based on this research, my own 

plans to utilize cooperative learning, and efforts to keep students’ attention focused on myself or 

the lesson at hand, most of the seating arrangements provided by Cummings (2000) in Figure 4 

below meet these needs (p. 41). Other potential arrangements based off of these samples could 

most certainly be utilized for specific instructional activities as well.  

 In addition to the general seating organization of the classroom, the study on preventing 

classroom discipline problems by Zuckerman (2007) also explains that “seating (re) 

arrangements” help to control and minimize disruptive behavior (p. 8). By adjusting the seating 

arrangements and assignments of particular students or groups, a teacher can also proactively 

prevent problematic behavior as it arises. Pinto (2013) also reminds teachers that groupings for 

cooperative learning activities should be culturally responsive, represent all types of learners, and 

meet any learning needs of students (pp. 67-68). Overall, it is difficult to pinpoint a particular 

seating arrangement that I like or that works for my students without knowing what my future 

classroom will look like or which setup will help my students function the best; however, by 
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having a general idea for classroom layout, one can begin to research strategies to also address 

potential mobility issues and privacy needs in the learning environment. 

 

 

Figure 4. Sample Seating Arrangements for the Classroom. The seating arrangements in the 

boxes keep students facing the front of the room while allowing for cooperative learning. 

Learning Environment 
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Mobility & Traffic Patterns 

 To keep the classroom running smoothly entering and exiting, moving to centers, 

gathering classroom supplies, and during transitions, a teacher must monitor and adjust 

classroom traffic patterns that could become opportunities for disruptive behavior. While there 

are several ways to reduce classroom congestion, I will discuss a few research-based tips that I 

plan to use when organizing my own classroom. Marzano, Marzano, & Pickering (2003) explain 

that within seating arrangements “ensuring that desks are not too close together decreases the 

chances of students being distracted by one another” (p. 96). Additionally, they suggest that 

supporting materials and classroom centers, such as bookcases for the ELA classroom library, 

should be located at the sides of the room for occasional accessibility, but should not block paths 

to desks, the board, or the exit that will be used more frequently. Marzano, Marzano, & 

Pickering (2003) also advise teachers to arrange classroom areas—both at the elementary and 

high school level—to enable the teacher to easily monitor students working at centers, in groups, 

and independently during all classroom activities (pp. 94-96). When arranging classroom 

furniture including tables, chairs, desks, and bookcases, a teacher should also be conscious of 

any mobility issues or areas students with physical disabilities might struggle to navigate when 

moving about the classroom. 

 In addition to the organization of centers and materials that optimizes classroom flow, 

Canter (2006) also provides a strategy for out-of-seat transitions that prevents classroom 

congestion. Since the teacher is outnumbered during transitions and may struggle to monitor 

behavior, keep students on-task, and clarify directions, he suggests that only a certain number of 

students or portion of the class move at a given time (p. 167). The strategy behind in-class 

transitions can also be applied to exiting the classroom in a line and keeping students accounted 
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for (p. 170). By reducing the number of students moving at once, a teacher can assist individual 

students, keep activities going, and reduce the opportunities for misbehavior by controlling the 

movement of the group.        

Privacy Needs 

 Although classrooms are usually thought of as public spaces, when one is designing the 

classroom layout, one should also consider ways to address the privacy needs of oneself and the 

students. While seating arrangements have already been discussed and should be organized to 

maximize student learning, one must also consider where to place the teacher’s desk in 

conjunction with the students’ to reduce distractions, increase on-task behavior, and maintain a 

student-centered learning environment. Privacy for the teacher might be difficult to create since 

the teacher receives quite a bit of attention throughout the day, but Krych (2015) argues that 

placing one’s desk or personal workstation behind the group is beneficial (pp. 3-4). He goes on 

to explain that by arranging student desks in front of the teacher’s desk, the teacher has a solid 

view of the class, can monitor behavior, and can avoid being a distraction while being 

productive, which is reinforced by Marzano, Marzano, & Pickering (2003). Students do not feel 

as intimidated when the teacher is behind versus in front of them, and when working 

independently, students can work at their own pace without feeling as though the teacher is 

watching their every move. Krych (2015) sums up this design strategy with “this best teaching 

practice has many benefits including increased student and teacher productivity, improved 

student behavior, and increased teacher privacy” (p. 4). By methodically arranging the classroom 

to meet the needs of students, keep the classroom running smoothly, and complete all the duties 

of a teacher, one can create his/her own space or “bubble” by removing the teacher’s desk as a 

focal point. 
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 To meet students’ privacy needs based on individual differences and preferences, a few 

design strategies and tools one can incorporate include privacy folders, flexible work areas, and 

quiet centers. Cummings (2000) reminds teachers that not all students can concentrate or learn 

within cooperative settings, particularly students with attention deficits; therefore, she 

recommends teachers provide privacy folders to block out classroom distractions (p. 42). 

Similarly, she suggests that teachers allow students to choose where they work, either by 

providing clipboards or flexible seating opportunities, to help students’ take ownership of their 

learning, reduce distractions, and prevent misbehaviors (pp. 42-43). Finally, another strategy for 

giving students privacy within the classroom involves quiet centers. Deborah Porter (2003) with 

the Responsive Classroom group pulls from Jane Nelson’s classroom management theory 

through the use of designated quiet spaces at the elementary level. The quiet spaces allow 

students to have a sense of privacy when overwhelmed, upset, or angry to calm down before 

disrupting class. To use this at the 10th grade level, I might designate a specific corner of the 

classroom, perhaps at a back counter with barstools, where students can participate in class but 

remove themselves from the group when they deem it necessary according to our established 

procedures. Porter (2003) emphasizes the importance of strategies and procedures for classroom 

privacy because they help “students learn self-care, self-control, and self-discipline.”       

Classroom Choices 

 To prevent classroom management monotony, a teacher can provides students with 

opportunities for choice in the classroom. A few of the best practices regarding classroom choice 

I will consider using include allowing students to select their own curriculum, readings, project 

partners, and assessments. Student-chosen curriculum refers to allowing students to decide what 

they want to learn based on their interests, and the teacher can then pair these interests to relevant 
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content standards (Erwin, 2004, pp. 155-156). Although some content is mandated by different 

stakeholders, a teacher can also allow choice and flexibility in lesson planning by asking for 

students’ unit order preferences (pp. 156-157). Another opportunity for choice that works well in 

English Language Arts courses includes allowing students to choose their own readings, novels, 

and other selections. Daniels & Zemelman (2004) reinforce the importance of this because it 

allows students to have freedom in the classroom compared to teacher-required readings and 

teaches responsibility (pp. 56-57). Another option for student choices and decisions in the 

classroom includes allowing them to choose their own class partners for specific assignments 

(Erwin, 2004, p. 154). A teacher can develop corresponding procedures for choosing partners, 

which can also encourage friendships in the classroom. Finally, another creative strategy to 

incorporate student choice and decision-making skills involves assessment. Erwin (2004) 

explains a teacher can develop a list of potential assessments, such as an essay, presentation, 

collage, or portfolio, that are aligned to the standards and learning objectives that students can 

choose to complete to demonstrate mastery (pp. 158-159). Additionally, he also suggests that 

teachers provide multiple options or topics within assignments to allow students to pick the one 

that appeals to them (p. 157). Overall, I think these choice strategies are easy to incorporate in 

the classroom and can keep a teacher from having to grade the same assignments over and over.     

Class Meetings & Building Community 

 To help foster a positive learning environment that helps ease the stress of classroom 

management, a teacher can use several strategies to provide students with opportunities for class 

meetings that also help build the classroom community. Pinto (2013) explains that class meetings 

can be held to address a variety of concerns in the classroom while teaching students how to 

conduct themselves appropriately. One tool she recommends that allows for student input on 
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meeting agenda that serves multiple purposes is a Parking Lot Memo depicted in Figure 5 (pp. 

141-142 and 146). By incorporating students’ feedback and acknowledging their perspectives, a 

teacher is also demonstrating mutual respect and making an effort to address their needs. Erwin 

(2004) also suggests that teachers use class meetings to learn about students’ interests in addition 

to addressing more serious issues concerning assignments (p. 93). By holding class meetings, a 

teacher can build a cooperative learning community by getting to know students, addressing 

different concerns, and teaching citizenship skills that will help them outside the classroom. 

 

Figure 5. Parking Lot Memo. I plan to use this type of feedback form to gather class meeting 

information to address classroom concerns and student needs. 
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 In my research on classroom meeting setups, Erwin (2004) also presents a helpful chart 

that establishes teacher procedures for conducting these meetings I plan to follow in my own 

classroom (p. 91). In conjunction with Erwin’s tips in Figure 6, I also appreciate the time 

allotments presented by Pinto (2013, p. 142). Based off her meeting time suggestions, I plan to 

allot ten minutes for introductory information, twenty minutes for open discussion, and fifteen 

minutes for solutions and next steps if the class period/block schedule permits. In an effort to 

create a positive learning environment and provide students with procedures and tools to 

improve their learning experiences, a teacher can hold productive class meetings that address 

immediate concerns, allow for reflection, and build the classroom community.    

 

Figure 6. Some Guidelines for Class Meetings. I plan to use these tips as a checklist when 

preparing to conduct meetings in my classroom and teach students the corresponding procedures. 
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Classroom Boundaries 

 To help visualize the layout of my classroom including boundaries and centers while 

keeping mobility issues and organization in mind, I have taken a classroom layout (Figure 7) 

from Marzano, Marzano, & Pickering (2003) and adapted it for my needs by adding additional 

areas, colors, and descriptions (p. 97). Although this classroom layout does contain some dated 

material, such as the overhead projector, I like the overall organization of the design, which 

could also be adapted for cooperative learning. The layout includes the teacher’s desk behind the 

students as recommended by Krych (2015) and includes my addition of the quiet center as 

recommended by Porter (2003). The bookshelves and storage areas keep materials organized, 

and the use of rugs for the work table and classroom library help designate different areas of the 

classroom. Additionally, the placement of bulletin boards near the front of the room where 

instruction takes place help students obtain important classroom information and announcements 

(Marzano, Marzano, & Pickering, 2003, p. 98).  

 The use of a workstation, standard desks, soft chairs, barstools, and standing room at 

counters provide students multiple options for independent work and privacy as well (O’Donnell, 

2018, p. 36-37). The dotted lines near the teacher’s desk in the plat represent invisible boundaries 

for my workstation that also help create my own space in the classroom. Based on my 

procedures for cell phones, I have also incorporated a charging station within my room that 

should help minimize electronic distractions. This classroom design choice is reinforced in 

O’Donnell’s article in which she interviewed experienced teachers regarding their classroom 

layouts and boundaries; in the article, design specialist, Grant Knowles, explains that technology 

accessibility is key—no matter whether this includes cellphones or Chromebooks—and “devices 

should be centrally located and arranged for the convenience of all learners” (p. 37). I positioned 
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my classroom charging station and homework bins near the door to help support my procedures 

for turning in homework and exit slips as students enter and exit the room. As mentioned earlier, 

it is hard to imagine and design my classroom without being aware of the physical layout and 

limitations, but I think this general organization addresses classroom boundaries, functionality, 

traffic flow, independent and group work, teacher space, centers, and privacy needs. 

Figure 7. Arrangement of Secondary Classroom. This layout is representative of how I could 

design and manage my future classroom including students, resources, boundaries, and centers.   

Classroom Center Design 

 One of the centers I plan to have in my English Language Arts classroom is a classroom 

library. Even though we will still rely on the school’s library, classroom libraries can give 
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students opportunities to choose individual reading selections as previously mentioned. To 

designate the classroom library as a center, as highlighted in Figure 7, I plan to incorporate 

flexible seating and decorations to create a comfortable reading space, which helps facilitate 

usage (Brassell, 2005 as cited in Catapano, Fleming, & Elias, 2009). In regards to organizing the 

classroom library, I plan to use bins—similar to my assignment bins—and separate books based 

on genre. Jones (2006) recommends labeling books based on genre to help students find 

selections that interest them (p. 578-579). Two potential methods to categorize and organize 

classroom library books I may use in my classroom are depicted in Figure 8, which I found from 

fellow educators on Pinterest. For older students, color coding methods using labels, sticky dots, 

or tape may help differentiate between genres without requiring as much detailed categorization 

as the elementary level. Canter (2006) suggests proactively managing a classroom library by 

using a checkout system (p. 229). To track library usage and student reading preferences, I plan 

to use a simple checkout spreadsheet that records dates borrowed and returned, student names, 

and book titles. 

     

Figure 8. Classroom Library Organization. These organization methods will help students find 

books that appeal to their interests while managing this classroom center. 
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 Another center I plan to create in my classroom is for community supplies. I would place 

this center in an area that is easy for students to access during group work, before class, or during 

lessons. Based on my classroom organization and boundaries in Figure 7, I would place my 

shared materials center on the bookcase between my assignment bins and the classroom library. 

For shared books, classroom copies, and other reading materials, I would place these on lower 

shelves for checking out/borrowing as well. Since I have chosen to use bins for assignments and 

books and reference them in my procedures, I plan to keep my organization consistent. Canter 

(2006) supports the use of bins for managing supplies and equipment and recommends labeling 

storage containers/cabinets ahead of usage (p. 228). For shared supplies during cooperative 

learning activities, I plan to color code and/or number material sets to help with retrieval, 

maintainence, and return (p. 228). One supply center organizational setup (see Figure 9) I found I 

may consider using with my bins incorporated a permanent location and a mobile station that 

might be handy for group activities. To help my students succeed in my classroom, I will not 

only provide materials for group work, but also have extra paper, writing utensils, and other 

supplies on hand in case students cannot purchase or have forgotten their own. 

 



MANAGEMENT PLAN  27 

 

Figure 9. Community Materials Center. This setup is one way I could incorporate bins while also 

having a flexible supply center for students to use. 

Schedule Management 

Daily Agenda & Restroom Use 

 Scheduling for students, the school, and oneself is vital in managing a classroom while 

addressing each group’s needs. To help the class stay on schedule, writing the content agenda for 

the day in a prominent place can reduce unnecessary questions, help students who were out of 

class for a brief period catchup, and help the teacher pace the lesson to accommodate mandated 

class lengths (Erwin, 2004, p. 42; Wong, 1990). Additionally, Erwin (2004) suggests that in 

order to meet students’ needs for going to the restroom, one can allow them to go during class by 

taking a pass rather than asking (as reflected in my procedures), which builds responsibility and 

gives students some freedom (p. 25). To maximize learning time in my classroom, I plan to 

emphasize that students go to the restroom before/after class or when going to/returning from 

lunch while also providing the option during class.  

Lunch, Down Time, & Packing Up  

 For the lunch group, Canter (2006) recommends teaching special procedures for this 

particular group and emphasizing the importance of class time by requiring them to complete 

assignments on their return rather than wasting time (pp. 175-176). He also recommends that any 

time that remains following the completion of a lesson be used for independent reading (p. 176). 

In any other instances of down time, I plan to allow students to use the classroom library, 

conduct peer tutoring sessions, or review for upcoming tests.  
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 Similarly, for the last class period, I plan to allot time at the end of class for cleaning-up, 

preparing to leave, and turning in assignments so students following the school bus schedule or 

attending extracurricular activities, meetings, or practice can transition on time. I also plan to 

wrap-up lessons with enough time so students can calmly transition and organize their 

workspaces; one way I plan to keep the classroom organized and neat is to set aside time on 

Wednesdays and Fridays for students to de-germ desks at the end of the day, organize notebooks, 

and clean out desks (Canter, 2006, p. 238-239). By taking the time to teach these types of social 

and personal responsibilities, perhaps students will do it without setting aside time as part of self-

monitoring. 

Transitions & Pull-Out Programs 

 My strategies for transitions and working with established pull-out program schedules 

come from Lee Canter (2006). Prior to pull-out program interruptions, as with any classroom 

procedure, I plan to explain my expectations to these students and check their understanding by 

rehearsing it during the first few trips as recommended by Wong (1990). To help students adjust 

when returning from pull-out programs, I plan to: 

 Build relationships with these students by greeting them on their return (Canter, 2006, p. 

179). 

 Post and keep the day’s agenda on the board for them to use as a checklist (Erwin, 2004). 

 Assign an elbow partner to explain assignments or activities to students when they return 

(Canter, 2006, p. 180). 

 And, keep track of my students by using a sign-out sheet to keep them accountable and 

teach self-monitoring (p. 179).  
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 To manage other transitions in the classroom, I plan to: 

 Use signal phrases and verbal cues to prepare students to move from work stations (p. 

164-165). 

 And, have stations, materials, and other necessary supplies prepared for transitions to 

maximize learning time without wasting valuable class time (p. 164). 

 With proactive planning on my part as a teacher for upcoming activities and teaching and 

rehearsing all types of transitions with my students, classroom management should be relatively 

self-sufficient, disruptions should be minimized, and learning should become the priority in the 

classroom. 

“Wait Time” 

 Another important component of scheduling and management in the classroom is “wait 

time.” How long should one wait for a response? How much time is too little or too long? To 

help answer these questions and keep my own classroom on pace with external requirements, I 

plan to follow Good & Brophy’s (2003) advice: “after posing a question, allow at least 5 seconds 

for students to process it and formulate an answer” (as cited in Canter, 2006, p. 132). 

Additionally, Canter (2006) recommends that teachers should wait to call on a student after 

several participants are willing to contribute, which prevents any issues of favoritism or calling 

on the same students repeatedly (p. 132). While wait time allows students longer to think about 

complex questions, a teacher must draw the line at some point to keep the lesson, discussion, and 

activities running smoothly. 

Sample Schedule: (Based on 55-minute class period) 
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 In addition to planning for these types of scheduling conflicts, here is a sample of how I 

might structure lessons to fit a mandated schedule. By keeping a relatively consistent schedule, I 

am hoping this will help orient students to the room each day for the school year, teach them 

self-discipline skills, and instill habits that will help all of us adjust when classroom interruptions 

do occur. 

 Bell ringer/Warm-up activity (5 minutes) ~ take attendance; return graded papers 

 Discuss Warm-up/Daily Agenda (5 minutes) 

 Lesson (10-15 minutes) ~ direct instruction/discussion/scaffolding 

 Lesson Practice/Assignment (10-15 minutes) ~ prep for next activity, circle among 

students, re-teach if necessary 

 Lesson Wrap-Up (5 minutes) ~ answer questions; students complete exit slips/clean-up 

 End-of-Period Wrap-Up/Organization (5 minutes) ~ students prep for transition/gather 

belongings; I will prep warm-up for next class. 

Classroom Rules, Policies, & Procedures 

 The rules, policies, and procedures I plan to use in my classroom are included below as 

well as research to support each statement. My classroom rules and procedures emphasize 

teaching students’ responsibility and strive to cover concerns such as recognizing ownership, 

respecting others, gaining recognition in group contexts, sharing or borrowing materials, and 

using cell phones among other things. The majority of the rules and procedures included here are 

common sense methods derived from Pinto (2013), Wong (1990), and other educational theorists 

in an effort to create a learning environment that respects the needs of all students while allowing 

them to grow as citizens and scholars in my classroom. I expect to add additional rules and 
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procedures as the need arises, revise any rules to comply with school and district policies, and 

update procedures based on new educational findings regarding classroom management and 

school safety. *The references used within this section have been compiled with my references 

for my entire management plan to improve the readability. 

Rules 

1. Be in class before the bell rings. 

Rationale: Punctuality and attendance are important skills for students to learn during middle and 

high school that will affect them later in life no matter their chosen paths. Experienced New 

York educator, Paul Pedota (2007) supports that one key to creating a well-organized and safe 

classroom is to teach students the importance of attendance as well as the consequences for 

missing class (p. 164). Another important reason for emphasizing attendance is to help account 

for students in the event of a school drill, accident, or other situation. Evertson et al. (2003) also 

explain “prompt attendance promotes student learning by making certain that students are 

exposed to as much instructional time as possible” (p. 2).  

2. Bring book(s), notebook, binder, and pen/pencil to class every day. 

Rationale: Establishing a routine of preparedness within classroom rules can reduce wasted 

instructional time when a student does not have the proper materials or fails to complete an 

assignment because of a missing textbook. Brophy (2000) explains how “teachers who establish 

and maintain norms for an effective learning environment spend more time teaching because less 

time is usurped by discipline” (as cited in Evertson et al., 2003, p. 2). Once students recognize 

that instruction builds from our classroom texts and materials, learning, discussion, and activities 
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can occur without the interruption of discipline issues resulting from students arriving 

unprepared. 

3. Listen and follow directions. 

Rationale: To maximize instructional time and prevent student confusion, listening and following 

instructions are key to learning and student success in the classroom. Classroom management 

theorist Jeanne Gibbs (2018) advocates and teaches active/attentive listening as part of her Tribes 

theory curriculum. If students do not follow directions or listen to instruction on a daily basis, a 

teacher will also have difficulties managing the classroom when behavioral crises arise.  

4. Be respectful. 

Rationale: Creating an environment that values respecting others enables a teacher to discuss 

what respect means for different cultural groups and foster a culturally responsive classroom. 

Pinto (2013) cites multiple researchers that emphasize “the importance of including your 

students’ cultural references in all aspects of learning” and “bridging the many gaps between 

students’ own cultures and the culture of schools and classrooms” (Ladson-Billings, 1994; 

Monroe, 2005; Monroe & Obidah, 2004: Richards, Brown, & Forde, 2006, p. 13-14). By using a 

universal concept like respect as a rule, even if it is signaled differently for different groups, a 

teacher can not only teach his/her content, but can also teach students citizenship skills for 

appropriately interacting with others from different cultural and ethnic groups.  

5. Be kind and help one another. 

Rationale: Character education incorporates social skills for interactions that teach students how 

to be responsible citizens in society. The Tribes theory of Jeanne Gibbs (2018) supports 

modeling and teaching kindness in the classroom alongside other character traits, such as caring, 
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responsibility, fairness, trust, honesty, and a variety of other social skills associated with 

cooperative learning. I believe by implementing rules that focus on social skills, my students will 

grow academically, emotionally, and socially through positive interactions in my classroom. 

Policies & Procedures 

1. Going to the Restroom 

a. Only one student may use the restroom at a time. 

b. Quietly get the hall pass from the hook by the door (you do not have to ask). 

c. Sign out with your exit time and destination before leaving. 

d. Use the closest restroom to the classroom. 

e. Return quickly and quietly. 

f. Sign in with your return time and hang the pass back up. 

g. *If using the restroom during class becomes a pattern, the privilege may be 

revoked. 

Rationale: By reducing the number of students who are out of the room at one time and 

documenting their times inside and outside of class, a teacher can quickly account for students 

during a crisis and monitor patterns in usage that could signal delinquent behavior. In addition to 

this, requiring students to use restroom passes and document their time out of class supports my 

rule regarding classroom attendance. Evertson et al. (2003) also reinforce this by stating “prompt 

attendance [helps ensure] students are exposed to as much instructional time as possible” (p. 2).  

2. Asking Questions 

a. Raise your hand to ask a question during instruction. 

b. Quietly ask a neighbor a question when the teacher is helping another student. 
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c. Ask school-related or general questions before or after class. 

d. Send questions about homework to my email or come by my room before school 

starts. 

Rationale: My procedures for asking questions promote respect and patience that directly 

alignment with my rule of “be respectful.”  Since all students have different preferred methods of 

asking questions, especially if they are shy, experience language barrier issues, or are high-

achievers, I believe in providing multiple cooperative and one-on-one opportunities for students 

to ask questions that pertain to learning. Questioning is a major component of learning that 

requires discussion, collaboration, and acknowledgment from teachers and students; furthermore, 

Pinto (2013) supports these approaches with “Routines that encourage collaboration and 

community can make all students feel part of the classroom” (p. 70). 

3. Turning in Homework 

a. Be sure your name is on your work. 

b. Place homework in your class period’s tray at the beginning of class. 

c. *Homework turned in after the bell rings will be considered late. 

Rationale: Establishing a routine of turning in assignments on time helps maximize instructional 

time that could be wasted dealing with homework collection. Similarly, Jeanne Gibbs’ classroom 

management philosophy emphasizes teaching students social skills like responsibility, 

punctuality, and self-monitoring in addition to the curriculum. When completing assignments 

and turning them in on time become established norms, a teacher can also focus on teaching 

additional skills, incorporating projects, and making lessons more interesting and engaging 

(Evertson, Emmer, & Worsham, 2003; Good & Brophy, 2000 as cited in Evertson et al., 2003, p. 

17). 
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4. Turning in Late Work 

a. Write your name and the date at the top of your work. 

b. Place late assignments in the “Late Work” tray. 

c. *Late work is any assignment that was not turned in on time when you were in 

class on the day it was given. Excused absences and other special circumstances 

will be determined by the teacher/administration. 

d. *As stated in my grading policy, 10% will be counted off each day an assignment 

is late. 

Rationale: Asking students to turn in assignments, even if they are late, holds them accountable 

for their learning. Brophy (1998) reinforces this with “enforcing [rules and procedures] 

consistently across time increases student academic achievement and task engagement” (as cited 

in Evertson et al., 2003, p. 11). By pairing my late work policy with high expectations for 

students’ academic achievement, I believe this will help reduce off-task behavior resulting from 

students not completing their work while in class.  

5. Retrieving Makeup Work 

a. Retrieve work from “Makeup Work” bin. 

b. Take copies of all missed work from dated folders of days missed. 

c. *The number of days you have to complete makeup assignments follow the 

school’s absence rules. 

d. Turn in all makeup work to me. 

Rationale: Like my rationales for turning in homework on time and completing late work, 

makeup work holds students accountable for their learning and builds responsibility. If I expect 

students who were in class to turn in work, even if it is late, but I do not require absent students 



MANAGEMENT PLAN  36 

 

to makeup missed work, I lower my expectations for certain students and decrease my authority 

as a teacher. Wong (1998) posits that “the expectations teachers have for students affect their 

current performance, and can influence future performance” (as cited in Evertson et al., 2003, p. 

9). If I fail to hold my students accountable when they miss my class and they develop the 

philosophy that completing missed tasks does not matter, this can affect students as they move 

on to the next grade, college, or the workforce.   

6. Walking in the Hallway 

a. Walk on the right side of the hall. 

b. Speak quietly. 

c. Use the closest route to your destination. 

d. Get permission before entering another classroom. 

Rationale: This procedure comes from my own classroom experiences where teachers did not 

state their expectations and severely reprimanded students and classes for misbehaving in the 

hallway. According to Bohanon (2015) misbehavior in non-classroom settings, including 

hallways, “can interrupt the flow of teaching and affect the ability of classmates to meet 

academic standards” (p. 3). I believe teaching students how to act appropriately in the hallway 

will prevent disruptions outside of my class and help my colleagues devote more time to 

instruction versus dealing with interruptions. 

7. Cellphone Use 

a. Turn in your homework and place cellphones in wall pocket before the bell rings. 

b. Use cellphones when the teacher gives permission. 

c. Ask to make important phone calls at the beginning of class. 

d. Pick up cellphones from pocket when you turn in exit slips. 
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Rationale: In order to maximize learning time and decrease distractions, this cell phone 

procedure pairs my attendance rule alongside my homework procedure. While I may allow 

students to use their devices for specific activities, establishing this procedure as a norm should 

“increase student academic achievement and task engagement” when they are less focused on 

their notifications and more focused on learning (Evertson, 1985; 1989; Evertson & Emmer, 

1982; Evertson, Emmer, Sanford, & Clements, 1983; Johnson, Stoner, & Green, 1996 as cited in 

Evertson, 2003, p. 11).   

8. Sharpening Pencils 

a. Sharpen pencils before class begins. 

Rationale: This procedure aligns with my rules that emphasize coming to class prepared and 

arriving on time. Like many of these procedures and rules, this procedure helps create an 

effective classroom that “runs smoothly, with minimal confusion and down time, and maximizes 

student learning” (Evertson, 2003, p. 1). By eliminating the grinding of a pencil sharpener during 

instruction, class discussion, exploration, and learning can occur without interruption. 

9. Borrowing Materials 

a. Ask to borrow materials from the teacher at the beginning of class. 

b. Sign and date the loan sheet. 

c. Return borrowed materials to the teacher at the end of class. 

d. Whisper and ask a friend for materials during instruction. 

Rationale: Even though one of my rules emphasizes that students come to class prepared, 

inevitably, students will forget materials or extenuating circumstances will prevent them from 

having the needed supplies. Like other procedures, this one also requires students to seek 

assistance at the beginning of class to prevent interruptions during instruction. In addition to 
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teaching responsibility, this procedure also reinforces my rule of helping one another. Gibbs’s 

Tribes philosophy (2018) advocates the use of collaboration and cooperative learning to build 

responsibility and a willingness to help by instilling the idea that students “are responsible to 

each other and for group accountability.” By doing this, Pinto’s (2013) idea of fostering a 

learning community through collaboration is also supported (p. 70). 

10. Going to the Library 

a. If you finish your work early and there is time, you may go to the library. 

b. Ask for permission. 

c. Get the hall pass. 

d. Sign out with your exit time and destination before leaving. 

e. Walk directly to the library. 

f. Return quickly and quietly. 

g. Sign in with your return time and hang the pass up. 

h. *When we go to the library as a class, we will walk directly to the library 

following our normal hallway procedures. 

Rationale: Keeping up with a student’s whereabouts are crucial during emergency situations. In 

addition to hallway behavior, Bohanon (2015) explains that the library is another non-classroom 

setting where behavior problems can occur if there are not preventative measures and procedures 

in place (p. 4). By using the same routines for entering and exiting the classroom, I am hoping 

these procedures become easily implemented norms, especially if they align with a school’s hall 

pass rules. Even if we are visiting the library as a class, I still want to emphasize the importance 

of acting appropriately in the hallway by requiring students to be quiet, careful, and responsible 

in an effort to establish smooth transitions. 
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11. Substitute Teacher Procedures 

a. Follow all rules and procedures. 

b. Treat the substitute like or better than you treat me. 

c. Offer to help the substitute with any tasks. 

d. Talk quietly if necessary. 

e. Turn in all assignments to the substitute before you leave. 

Rationale: Based on my own classroom experiences with “bad sub notes,” I think an important 

procedure to discuss with students ahead of time is how to deal with and interact with substitute 

teachers to keep the classroom expectations high even when the teacher has to be out or 

emergencies arise. Brophy (1998) explains that “A dependable system of rules and procedures 

provides structure for students. This structure helps students to be engaged with instructional 

tasks and communicates to students that the teacher cares for them” (as cited in Evertson et al., 

2003, p. 11). If procedures are developed for emergency situations and maintain the typical 

classroom structure, routines, and norms, students should still be able to function in the learning 

environment even when it changes. Like Brophy, Wong (1990) also notes that establishing a 

structured environment will help at-risk students be successful even when the teacher is not in 

the classroom.  

12. Going to the Nurse 

a. Ask for a pink slip. 

b. Take classroom buddy as guide to nurse’s office. 

c. Get hall pass. 

d. Sign out with your exit time and destination before leaving. 
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e. Classroom Buddy: Return quietly and tell teacher if the sick student will be 

returning. 

f. Sign in with your return time and hang the pass up. 

g. *If you are going to be sick, you may leave the room without asking and go to the 

nurse immediately. Ask the nurse to contact me when you get there. 

Rationale: Like most classroom procedures, this procedure for visiting the nurse during class 

keeps students accountable and encourages them to help one another and be responsible for their 

own health and well-being while at school. While there is little specific research that supports 

this type of procedure, Marshall (2001) reinforces the necessity of planning ahead because 

“developing procedures for unpredictable events that may occur, will help you devote the 

maximum amount of time available for instruction and enhance classroom management” (as 

cited in Pedota, 2007, p. 163). Our students’ well-being while they are under a teacher’s care is 

just as important as lesson planning; therefore, educators should have procedures in place to 

ensure all students are acknowledged and treated appropriately.  

13. Running Other Errands 

a. Ask for permission before or after the lesson. 

b. Get the hall pass.  

c. Sign out with your time and destination before leaving. 

d. Return quickly and quietly. 

e. Sign in with your return time and hang the pass up. 

Rationale: Any opportunity a student has outside of the classroom has the potential to lead to 

misbehavior or mischievousness; therefore, the structure of a hall pass routine, when it becomes 

a norm, should help foster an effective classroom that runs efficiently (Evertson et al., 2003). In 
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addition to this, Bohanon’s (2015) research on misconduct in non-classroom settings also 

reinforces the use of preventative measures, structure, and accountability when developing 

classroom procedures. Depending on a school’s policy, my hall pass procedures will mirror and 

support it if one is implemented. 

14. Tardy to Class 

a. Enter class quietly and turn in any homework in the “Late Work” tray. 

b. Pick up lesson materials/handouts in “Daily Work” tray. 

c. Take your seat. 

d. Tell me why you were late at the end of class. 

e. *My tardy policy is the same as the school’s policy and any consequences follow 

the school’s guidelines. 

Rationale: My tardiness procedure supports my attendance rule as well as my late work 

procedures. According to Good & Brophy (2000) “When teachers hold high expectations of 

students, the students typically meet higher standards of performance,” which could include high 

expectations for coming to class each day (as cited in Evertson et al., 2003, p. 9). By establishing 

high expectations for attendance and following through with consequences when corresponding 

rules are broken, teachers can focus less attention on attendance-related discipline issues and 

more time on instruction.  

15. Lunch 

a. Take the closest route to the lunchroom. 

b. Walk on the right side of the hallway. 

c. Get your lunch and sit at your designated class table. 

d. Clean up all trash on the table before leaving. 
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e. Throw away trash. 

f. Return to classroom quickly and quietly. 

Rationale: My procedures for non-classroom settings, such as the lunchroom, are all similar in 

the fact that they teach character traits, such as civility, responsibility, and helpfulness as 

advocated by Jeanne Gibbs. I believe by incorporating character education within classroom 

procedures, students are not only maintaining a clean and safe school environment, but they are 

also practicing skills that are essential for success in college, the workforce, and life. 

16. Working in Groups 

a. Write all group members’ names on the assignment. 

b. Send one group member to pick up group supplies. 

c. Talk in a whisper or low-voice. 

d. Ask before borrowing materials. 

e. Let each group member work on the project or discuss the assignment. 

Rationale: I believe cooperative learning and social interactions are important to facilitate 

learning for students who may have different learning preferences as well as those who have 

interpersonal intelligence as researched by Howard Gardner. By requiring students to work 

together as a group while following specific guidelines, this will provide structure and teach 

students responsibility (Wong, 1990).   

17. Moving to Stations/Groups 

a. Move into groups when I dismiss you. 

b. Start at the station with the group number I give you. 

c. Move to the next station in order by number when the timer beeps. 
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d. Return to your seat when all stations have been completed. 

Rationale: According to Wong (1990) in his Effective Teacher series, procedures increase 

students’ task engagement and productivity, which directly sets them up for success and 

achievement. By establishing a norm of how students should migrate to stations and continue the 

cycle, a teacher can focus on monitoring understanding, answering questions, and providing 

individualized instruction rather than herding the students into groups and preventing chaos. 

18. Completing Bell work 

a. Come to class on time. 

b. Begin bell work posted on the board as soon as you sit down. 

c. Work quietly for five minutes. 

d. Listen and discuss bell work answers after time is up. 

e. Keep bell work in your notebook/binder until the end of the week. 

f. Turn bell work in on Friday each week. 

Rationale: Based on my own field experiences, collecting bell work on Fridays allows students 

to catch up on days they might have missed as well as holds them accountable for turning in their 

assignments consistently each week. Wong (1990) emphasizes the importance of putting students 

to work immediately by having warm-up assignments posted in the same spot each day in order 

to begin class smoothly. In addition to this, Wong explains that consistent assignments provide 

at-risk students a structured routine they may not have at home or away from school. 

19. Going to Locker 

a. Go to your locker before or after class time. 

Rationale: Only allowing students to go to their lockers between classes enables a teacher to 

ensure “student learning time is maximized” (Evertson et al., 2003, p. 2). Similarly, my locker 
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procedure reinforces my rule of students coming to class with their required materials rather than 

wasting time outside the learning environment. 

20. Going to an Assembly 

a. Leave personal belongings in the classroom unless I say otherwise. 

b. Follow me to the auditorium/gym. 

c. Walk quietly in the hallway. 

d. Sit in the designated location with the entire class. 

e. Return to the room quickly and quietly after the assembly. 

Rationale: By having a routine for students to follow when going to and from an assembly, a 

teacher can become more of a chaperone for the students rather than a zookeeper or prison 

warden as described by Dr. Wong when procedures are not in place. In addition to this, an 

assembly procedure helps a teacher keep track of his/her students and return to instruction 

promptly following an interruption.  

21. Fire Drill 

a. Leave personal belongings in classroom. 

b. Exit building quickly and quietly through nearest exit. 

c. Stay with the group and teacher in designated location. 

d. Say “here” when I call roll during fire drill. 

e. Return to room quickly and quietly after drill. 

Rationale: My fire drill procedure will be modeled after the school-wide plan and will provide a 

structured routine for students to follow in the event of a real fire. In his discussion of classroom 

management, Wong (1990) explains that procedures set students at-ease and create a comfortable 
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and secure environment; therefore, when my fire drill procedures and the school’s become 

comfortable routines for students, they will be less likely to panic during an active situation. 

22. Tornado Drill 

a. Exit classroom quickly and quietly. 

b. Sit with your back against the wall outside of our classroom by assigned student 

number. 

c. Return to the classroom quietly after the drill. 

Rationale: According to Pedota (2007) and Wong (1990), a teacher must establish procedures for 

everyday events as well as for special circumstances. Much like assemblies, fire drills, and lock-

down drills, a tornado drill will not be practiced or a procedure needed as often, but a teacher 

should explain how students must respond in order to maintain control, safety, and security 

during severe weather. Similarly, as many drill procedures are established school-wide, the 

consistent norms across grade levels help instill these procedures overtime in an effort to protect 

everyone if the need arises. 

23. Lock Down Drill 

a. Use key next to door to lock it. 

b. Turn off lights. 

c. Close blinds on windows and pull curtains. 

d. Place class materials under desk. 

e. Walk to corner behind teacher’s desk and sit along cabinet by assigned student 

number. 

f. Talk in a whisper to teacher if necessary. 

g. Silence cell phones and other electronics. 
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Rationale: Unfortunately, since school shootings have been on the rise in recent years, a teacher 

must establish and rehearse lock down drills in the classroom to prepare students for worst case 

scenarios. Lock down and other school-wide drills tend to be relatively consistent across grade 

levels and are practiced routinely throughout the year, which allow them to become automatic 

responses. In his Effective Teacher talk on procedures, Wong (1990) supports classroom and 

school-wide practice of procedures because rehearsal allows them to become routines.  

24. Stranger Danger 

a. Alert a teacher or school personnel of any person who does not have a school 

name tag visible. 

b. Remain calm and quietly enter the nearest classroom away from the stranger. 

*Do not approach any person you do not know unless directed to or supervised by 

a teacher.  

Rationale: Much like the lockdown drills for dangerous school situations, students also need 

procedures for interacting with strangers. Safety measures such as stranger danger alert methods, 

lockdown drills, and active shooter procedures, help prepare students for worst-case scenarios. 

By practicing routines as mentioned in the previous procedure with school-wide rehearsals, the 

hope is that, in the event of dangerous circumstances, students will react responsibly and 

cautiously to keep themselves and those around them safe (Wong, 1990).  

25. Personal Space 

a. Ask before borrowing or using another student’s materials. 

b. Respect others’ space and keep your hands, feet, and materials to yourself. 

c. Sit in your assigned seat and be sure there is only one person per chair during 

group work. 
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Rationale: In order to learn responsibility and appropriate conduct, students need to acknowledge 

the importance of personal space and respect it within the classroom. This procedure is aimed 

towards developing responsible citizens through character education and is supported by Pinto 

(2013) with her emphasis on the importance fostering “self-disciplined, responsible people” who 

are conscious of appropriate conduct inside and outside of the classroom (p. 82).   

26. BYOD/Computer Lab 

a. Ask before class to use a computer/iPad/Tablet. 

b. Sit in assigned seat in the computer lab. 

c. Listen and follow all directions. 

d. Log in to computer using information provided by teacher(s). 

e. Stay on assigned websites or work on activities the teacher gives you. 

f. Close out all windows and turn computer off before leaving lab. 

g. Return any extra supplies (headphones) to appropriate place. 

h. Return to classroom quickly and quietly. 

Rationale: Based on my own experiences during high school when time was wasted in the 

computer lab because neither the lab specialist nor classroom teacher had established procedures 

for using the equipment, sitting, or staying on-task, I believe creating a procedure for this and 

using it consistently it will increase learning and productivity (Brophy, 2000 as cited in Evertson 

et al., 2003). By combining several of my procedures and rules within my computer lab 

procedure, I am maintaining my expectations for students and solidifying my authority and 

credibility through consistency. Based on the research of theorists like Harry Wong and Jeanne 

Gibbs, I am also teaching and expecting students to be responsible when they are working in the 

computer lab. 
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27. Turning in Papers 

a. Write your name on your paper. 

b. Pass across rows of desks/tables. 

c. Students in last row pass papers forward. 

d. Student at the front turns papers into class period’s tray. 

Rationale: I chose, or more appropriately stole, this procedure from Dr. Wong (1990) because it 

is extremely simple, organized, and effective. In his discussion of this procedure, he explains 

how passing papers horizontally enables a teacher to monitor students’ actions and prevents 

students from disrupting class which can occur when papers are passed vertically.  

28. Getting Attention 

a. When I say “Give me five”: 

i. Say “five!” if you can hear me. 

ii. Stop what you are doing. 

iii. Look at me. 

iv. Be quiet. 

v. Listen. 

Rationale: According to Pinto (2013) “Regardless of the grade level or subject, all classrooms 

need signals in place to get students’ attention,” which can include the “Give me five” strategy 

(p. 97). Wong (1990) also supports this verbal strategy because it enables a teacher to calmly call 

the class to attention in a collaborative way with students helping the teacher quiet their peers. 

29. Returning Papers 

a. Listen for your name to be called. 

b. Walk to my desk and pick up your paper. 
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c. *I will return most papers at the beginning of class while you are working on bell 

work.  

Rationale: I think this management technique for returning graded papers pairs well with my bell 

work procedure because I am able to take attendance based on who collects his/her paper and 

who does not. Wong (1990) suggests that a teacher establish procedures that enable students to 

begin work immediately and develop ways to get their attention; as a result, I think my procedure 

for returning work not only requires students to come to class, get to work immediately, and pay 

attention while completing tasks but also reinforces my rules concerning responsibility, prompt 

attendance, and listening during class.  

30.  Dismissal 

a. Listen for the bell. 

b. Stay seated at the end of class. 

c. Wait for me to dismiss you. 

d. Turn any exit slips/classwork in class period’s tray. 

e. Pick up your cell phone from wall pocket (if applicable). 

f. Walk to your next class. 

Rationale: After completing my field experiences, I realize how important it is to establish a 

dismissal procedure for students because, if one does not, the students will leave before they hear 

any last minute information or assignment requirements. Based on Harry Wong’s decades of 

experience in the classroom and Jeanne Gibbs’s character education, teaching students to wait 

until the teacher—the authority figure—in the classroom dismisses them will also teach respect, 

responsibility, and courtesy that will be useful outside of the secondary education context. 
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31. In-Class Discussions 

a. Raise your hand to ask a question or comment. 

b. Wait to be called on. 

c. Listen and be polite when someone is talking. 

Rationale: Moderating in-class discussions is important to prevent rude outbursts, disrespect, or 

threats due to opposing viewpoints among students in the classroom. According to the Alabama 

Compilation of School Discipline Laws and Regulations (2017) schools must establish 

procedures to avoid bullying, including verbal harassment, between students while in the 

learning environment (p. 53). In addition to this, the compendium also requires schools to 

“incorporate […] civility, citizenship, and character education curricula” that discourage 

disruptive commentary and action within the school or classroom community (p. 55). By pairing 

this procedure with my rules regarding kindness, respect, and attentive listening, norms and 

expectations are continually practiced and reinforced throughout my classroom management 

plan. 

32. Classroom Library 

a. Select a book from the classroom library. 

b. Write your name, the date, and book title on the checkout sheet. 

c. Return the book to the “Needs Reshelving Bin” 

d. Write the date you returned the book at the end of the column where you checked 

it out. 

Rationale: To encourage reading and provide students with a variety of options, the classroom 

library needs to be organized and accessible by students. To maintain accessibility, Canter 
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(2006) recommends that teachers develop procedures that help students use the library and return 

the materials responsibly (p. 229). 

33. Quiet Place/Classroom Privacy 

a. Take your materials to the back of the room. 

b. Sit at the designated quiet place. 

c. Stay quiet and pay attention. 

d. Stay in the quiet place for 5-10 minutes. *Tell me if you need to stay longer or 

need to talk about your problems. 

Rationale: Some students need a place to calm down in the classroom to prevent themselves 

from misbehaving; therefore, I have created a designated place for this based on Porter’s 

research (2003). Quiet places at the elementary level help students learn to control themselves in 

a public setting; additionally, some high school students may benefit from this option when 

feeling stressed or overwhelmed. 

Cultural Responsiveness 

 To help avoid bias and create a culturally responsive classroom, I will use some of the 

strategies identified by Gloria Ladson-Billings (1994), specifically “reshaping the curriculum or 

delivery of services” and allowing “student-controlled discourse” (as cited in Pinto, 2013, p. 14). 

Since every student has different learning styles and preferences, I plan to incorporate these into 

the curriculum based off of interest inventory information. Similarly, as different cultures have 

different norms regarding learning, I plan to create a culturally responsive classroom by 

incorporating these norms within my lesson plans and activities. To allow for diverse 

perspectives and viewpoints, I will allow students to lead discussions within different learning 

activities and class meetings and provide feedback on classroom rules to ensure every student 
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has a voice in the classroom. As recommended by Pinto (2013), I also plan to incorporate 

artifacts from each culture in my classroom décor, my classroom library, and reading selections. 

By highlighting diversity, incorporating various perspectives, and respecting students’ cultural 

norms within my management plan, I hope students will recognize and respect others’ values 

inside and outside the classroom. 

 In addition to valuing and recognizing others, I will also teach students to recognize 

bullying and disrespectful comments and avoid demeaning others with this type of behavior. As 

part of my classroom management system, I plan to follow the suggestions as outlined in the 

Alabama Compilation of School Discipline Laws and Regulations (2017), which emphasizes 

teaching self-discipline, responsibility, and respect through character education (p. 55). Finally, 

to maintain positive expectations and hold students accountable, I will “take corrective action 

every time students are disruptive” to hold all students to the same standards and discipline each 

student equally when necessary (Canter, 2006, p. 72).    

Communication with Stakeholders 

Classroom Information & Communication Methods 

 Cummings (2000) states “an adolescent’s sense of connectedness to parents and school 

are the two most important protective factors against a variety of risk behaviors” (p. 19). 

Likewise, educational researcher Sara Lawrence-Lightfoot emphasizes the importance of parent-

teacher interactions as they are conducive to developing strategies and behavior plans that will 

help students succeed in the classroom (Brainwaves Video Anthology, 2017). Based on this 

revelation, it is essential for teachers to communicate with parents, guardians, and other 
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stakeholders concerning classroom information, rules, and management. Several ways I plan to 

communicate with stakeholders include: 

 Posting classroom information and newsletters on my teacher website and/or sending 

hard copies home with students (Cummings, 2000, p. 21; Pinto, 2013, p. 130-131). 

 Calling/Emailing positive and negative student progress updates (p. 129). 

 Conducting student-led conferences (Cummings, 2000, p. 21). 

 And, providing opportunities for parents, guardians, and relatives to be involved in the 

classroom (Cummings, 2000, p. 20). 

While many of the stakeholders will have access to my class website 

(https://lovinlitandteachinit.weebly.com/), where I will post classroom updates, schedules, 

newsletters, calendar events, protocols, and other information, to accommodate digital 

accessibility issues, I also will have alternative methods for sending information, specifically 

paper copies or phone calls (Pinto, 2013, p. 132). To keep parents/guardians in the loop 

concerning classroom happenings, progress, behavioral problems, and the like, I also plan to 

make phone calls throughout the school year in an effort to build relationships with these 

individuals. Another management strategy I plan to use to garner parental support for my 

management plan and encourage their participation involves student-led conferences. Cummings 

(2000) reinforces this strategy’s effectiveness with “a higher percentage of parents attend 

student-led conferences than teacher-led conferences,” which is a beneficial means of 

communication and collaboration for everyone involved (p. 21). Lastly, another strategy I found 

that is slightly elementary-geared but allows parents, guardians, and relatives to visit the 

classroom, communicate with the teacher, and immerse themselves in their student’s learning 

environment involves providing volunteer opportunities. For stakeholders who might enjoy 

https://lovinlitandteachinit.weebly.com/
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working inside the classroom with the students and myself during different activities, I plan to 

provide voluntary parent participation forms in hardcopies as well as Google forms. One sample 

from Cummings (2000) I believe could be adapted for different grade levels, is included in 

Figure 10. I think this is also a beneficial strategy for a teacher to gain help when one does not 

have a classroom aide during the day or year. Other options for communicating with 

stakeholders and gaining parental support for discipline, procedures, and following classroom 

rules, include the individualized behavior plans previously discussed (Canter, 2001). Overall, I 

believe by making an effort to communicate with parents about my expectations and their 

student’s progress, all the stakeholders involved in the education process will be able to work 

together to ensure students’ emotional, social, and learning needs are met. 
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Figure 10. Parent Participation Form. This represents a type of form that could be used to 

communicate with stakeholders and provide opportunities for them to have an active role in their 

child’s classroom and education.   

Conclusion 

 After reflecting on my plans for classroom design, organization, and communication 

among numerous other things covered in this course, it is apparent that seemingly small 

components of an organization plan can make or break its effectiveness. Additionally, one must 

not only coordinate the physical environment of the classroom to address mobility issues, 

cooperative learning moments, and materials management, but one must also plan for managing 

external and social factors as well, such as communicating with stakeholders and maintaining a 

culturally responsive classroom. Although a teacher must spend a large majority of time planning 

lessons to effectively cover content, educate students, address learning needs, and meet 

curriculum standards, this alone will not be what determines if it has been a successful endeavor; 

furthermore, classroom management is required to allow the teacher and students to function 

where instruction and learning can take place. Ultimately, classroom management requires 

strategic and proactive planning by the teacher to create a learning environment that is primed to 

help students discover, grow, explore, and learn.  
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