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Foreword by Catherine H. Mulligan, M.A.

As I write this foreword, it is August and a new school year is about to start. In my career as teacher/administrator for more than forty years, I have often observed that at this time of year, successful teachers experience a renewal of enthusiasm for the role we play in facilitating learning. Although the end of a year in May or June is always welcome, so also is the start of a fresh year. Some regard this as irony; I regard it as a miracle. The “miracle” of renewed enthusiasm happens because we feel a sense of efficacy: what we do as teachers makes a difference in students’ learning. Student success depends very much on what takes place between teachers and students in the classroom.

Boredom, disorganization, dead time, inappropriate student interaction, whining, acting out, irresponsibility, cheating, defiance, inattention . . . any teacher can make a list of classroom issues that diminish the effectiveness of our efforts to engage students in learning in our classrooms. Regarding each of these, we declare, “NOT IN MY CLASSROOM!”

Not in My Classroom is a resource for teachers who believe that a proactive approach to classroom management paves the way for class time to be truly valuable. By setting expectations for behavior and routine at the beginning of the year, and consistently adhering to these, the teacher creates an environment where learning, rather than attention to  distraction, is always the focus. This book’s “voice” is that of a practicing teacher, effectively supplementing ideas found in more formal settings such as teacher education courses or professional journals.

Fred Wootan brings a fresh perspective to classroom management. After a career as an executive in the insurance industry, with writing mystery novels and training manuals as a sideline, he joined the ranks of classroom teachers in 2003. One day (when coincidentally, I had perused one of his novels in our library), I received an inquiry from Fred, an alumnus of our school, about the possibility of teaching. A subsequent conversation confirmed his knowledge of writing and literature, but left a void concerning his classroom skills. Prior to his first day of teaching American literature in August of that year, his experience of the high school classroom had been as a student several decades previous. Would he experience culture shock? Déjà vu? Would he wonder, “What have I gotten myself into?” I’m not sure whether he had any of these thoughts, but I do know that he had that sense of efficacy, believing that his instructional practices, knowledge, and rapport with students could have a positive effect on student achievement.

In this book, Fred details the practices that have contributed to his personal success as a classroom teacher. He recognizes that relationships between students and teacher are very important, just as between businessman and client. Building the relationship begins in knowing students’ names, progresses to knowing the students, and culminates in trust. A relationship built on respect, consistency, and trust enables a teacher to issue challenges that students will accept.

In the business world, quality control is essential. Businesspeople are trained to assess production, make changes based on data, and evaluate whether a change made a significant difference in productivity. Similarly, the successful teacher makes time for reflection, or taking stock of his or  her classroom performance. A teacher gathers data such as student test scores and evaluations of teaching by peers and supervisors, and makes adjustments in teaching style and practices.

The recommendation to keep a journal of teaching experiences can benefit veteran teachers as well as those new to the profession. By logging which teaching techniques were tried, students’ reactions to them, and the teacher’s appraisal of their effectiveness, a teacher has a personal record by which to judge the degree of success of instructional practices.

Change is necessary, not only for improving one’s classroom teaching, but also for personal growth. Fred’s readiness and ease in adopting state-of-the-art teaching equipment and materials could be attributed to the necessity of a positive attitude toward change in the world outside of teaching. His recognition that teaching tools such as the electronic whiteboard and Internet explorations are essential in reaching today’s “digital” students underscores Fred’s conviction that teachers must reach students in order to teach students.

Good teachers are open to change in order to meet the needs of students, whose world is changing rapidly. The change encountered by teachers refers not only to curriculum, materials, and teaching style, but also to the concept of “What is a school?” Fred offers his prediction about schools of the future, inviting the reader to speculate on the accelerated rate of change of schools in the twenty-first century compared to the barely perceptible change in the previous two centuries.

Fred’s strong work ethic and commitment to his students are evident in his writing. Anyone who reads this book will find affirmation of the fact that being a teacher requires work far beyond the confines of the classroom or school day. Also evident is Fred’s belief that student achievement, a respectful classroom environment, and job satisfaction make the hard work worthwhile.

The writing style of the book is conversational, rather than pedantic or my-way-is-the-only-way. I can imagine two teachers talking as I read the words. The teachers are sharing their wisdom, relating what works for them personally. That is what Fred Wootan does in Not in My Classroom. Enjoy your conversation with this teacher.


CHAPTER 1 

Classroom Management— 
Not an Oxymoron 

You walk around your classroom with a pen in hand and a pad in your shirt or blouse pocket. You talk to your class, stopping when necessary to listen while a student expresses his or her ideas. Meanwhile, other students turn toward you, anticipating your response, while others look at the questioning student, some with pens at the ready, and some already writing. Still others make muffled noises, carefully ruffling through papers, searching for something; something you know pertains to the discussion. Another student clicks away on one of the classroom computer’s keyboards, while another looks over that student’s shoulder whispering, suggesting a research site. All have textbooks opened on their desks along with small notebooks, and electronic voting pads.

The Smart Board on the front wall of the room shows examples of the material you are covering that day. Red, blue, and green marks on the board underline certain key words and mathematical symbols, clarifying your points. The whiteboard on another wall displays a schedule of events and assignments. Students’ papers reflecting excellent grades are posted around the room.

The “hum” of active, participatory, and exciting learning in action permeates the space—a place you’re proud to call “my classroom. ” 

Sounds great in theory, doesn’t it? Yet in practice, creating such a well-run, smooth-functioning learning environment requires classroom management skills far beyond those  taught in education courses. In truth, many teachers find their classroom experience to be more like this:

The teacher lectures from behind a podium. He’s dressed in professorial brown, complete with a narrow woolen tie. The monotonous sound of his voice fills the room. He looks as bored as he sounds. Some students stare blankly, slumping in their seats; others sleep outright. The smart ones look longingly out the window, wishing the rain would stop and they could leave. The troublemakers hang out in the back arguing over nothing and tormenting their fellow students. Nobody learns anything—except how to call for security when one of the troublemakers goes too far.

The Attempt to Establish Order 

If you find yourself struggling to establish order so that you can actually teach, you are not alone. Every year in countless classrooms across America, teachers struggle to run their classrooms productively, effectively, and efficiently. More and more become frustrated by their inability to do so— and leave the profession.

Poor classroom management is at the root of the teaching profession’s high burnout rate:
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The National Commission on Teaching and America’s Future attributes these results to classroom management issues, such as poor administrative support, lack of teacher influence, classroom intrusions, and inadequate time.

It doesn’t have to be this way. You can manage your classroom. You can motivate your students and change their lives for the better. You can give up baby-sitting your students, and start teaching them. All you need to do is master the principles of good classroom management, principles that can be applied in any classroom, no matter who your students, or where your school. You can do what you were meant to do—teach.

The Key Classroom Management Concepts 

You thought that managing your classroom meant you simply kept order, got through your day’s lesson, and had no interruptions from your demanding principal. You did this hoping that some of your students actually learned something they could use later on in their lives. This justified your exhaustion at the end of the day. Well, there’s a lot more to it than that. In this book you’ll not only learn how to achieve a great learning environment in your classroom, but will experience the personal satisfaction of a successful professional.

When you master the art of good classroom management, you’ll create an atmosphere of mutual respect and an enthusiasm for learning that allows you to teach more than you ever dreamed possible. Your students will teach you in the process. You’ll be a better teacher—and a better person.

In this book the key concepts of classroom management are laid out step by step. A great deal of the book focuses on planning and preparation, because a good teacher is a prepared teacher. You’ll learn how to do the following:

Create Long-Term and Short-Term Plans 

Good planning identifies your specific goals based on your knowledge of the school’s goals, its facilities and services, the objective of your courses, and the potentials of your students as determined by a review of their portfolios.

Do Your Reconnaissance 

Before the school year begins, you must visit your classroom to organize it—and to organize yourself. You want to try to reduce or eliminate (okay, at least reduce) interruptions to your teaching process, beginning on the first day of school. If you had this same classroom last year, take a hard look at the organization of the room in light of your new plan, and make the necessary changes in accordance with that plan.

Wow Them on Opening Day 

You must lay the groundwork with your students for the year to come on that all-important first day. You want to make the best possible first impression by the clothes you wear, your welcoming speech, the rules you set down, and personal remarks you exchange. Everything you do on this critical first day communicates your seriousness, professionalism, enthusiasm, competence, and confidence—or lack thereof.

Establish Your Authority from the Get-Go 

The basic precepts of good business management also apply to you. You cannot lead people who don’t want to be led; you cannot manage people who don’t recognize your authority; and you cannot impart knowledge to people who don’t respect you. Your students want to know you, and want you to know them as soon as possible. That presents a big order if you have, say, one hundred or more new kids each year. So how do you do it?

You will do it by enhancing your overall memorization skills. You will use some proven name-learning methods such as photographing students and studying available school yearbooks, questionnaires, seating charts, and so on, so that you can get to know your students and begin managing your classroom as soon as possible. Just seeing you making this effort to get to know them and make them aware of your rules builds respect within your students. Even something as  simple as learning to pronounce and spell their names correctly is critical to gaining their respect.

Communicate the Rules 

You’ll learn how to lay down and enforce standards of behavior for major offenses such as classroom intrusions caused by a student carrying a weapon, bullying, seating arrangement disturbances, levels of boyfriends’ and girlfriends’ “friendliness,” and rudeness.

Make Your Routine Their Routine 

You’ll learn how best to familiarize your students with your rules and your methods of controlling the paper flow, grading papers, communicating with parents, having individual conferences with students and parents, and establishing yourself as the leader of the classroom.

Create a Community of Learners 

Establishing order in the classroom is only half the battle. Once you’ve got them in their seats, you must set their minds on fire. This book will show you all the techniques, strategies, and tools you need to make learning fun and profitable for every student—including you. You’ll find innovative ways to motivate students to prevent boredom in the classroom, and to engage students with Attention Deficit Disorder (ADD), behavioral issues, and other problems.

Venture Outside the Classroom 

Effective teachers maintain a sphere of influence far greater than their classrooms. There are myriad ways in which you can enrich the lives of your students outside the classroom. You can make your presence felt throughout the entire school and beyond by functioning as a club adviser. You also must venture out and continue your education, because a good teacher never stops learning. . . .

Build a Support Network 

Your classroom is not an island—and you are not Tom Hanks. You must find ways to bond with other teachers, network with outside sources, learn effective speaking techniques, and gain an understanding of the national teaching environment to better understand your school and your role. You may also want to consider coaching one of the school sports teams, because sports fill a major role in overall student development.

Now It’s Your Turn 

Good classroom management depends on your awareness and knowledge of these concepts. Master these, and you’ll run an exciting classroom in which students want to come and learn, and where you experience the happiness and fulfillment only gifted teachers enjoy. After all, it’s that promise that drew you to teaching in the first place.



THE PROBLEM What do I do first to get started?

THE SOLUTION Take a good look around your world both inside and outside your classroom. Looking at the big picture will focus you on your part in it. Jot down your ideas as you read through this book.




SECTION I 

Preparedness: 
A Good Teacher Is a 
Prepared Teacher 


CHAPTER 2 

Good Classroom Management Is in the Details:
Your Long-Range Plan for Success 

You can’t run a business without proper preparation. Okay, nobody said anything about running a business when you signed your teaching contract. And no one told you that teaching would be as stressful as juggling the management problems of sales, production, accounting, and meeting payroll either. But you had your suspicions, didn’t you? You knew in your heart of hearts that a profession that offered three months’ vacation every year must have stress connected with it somehow. Or, perhaps you’ve worked at this profession for many years now, and already know the stress is real. Reading this book will not completely dispel your suspicion or stress. It will, however, replace those negative feelings with a great feeling of satisfaction and accomplishment, as you learn to manage your classroom in much the same way that you would manage a business.

Classroom Management Compared to 
Management of a Business 

Management, as defined in the world of business, means creating cooperative actions that function properly by converting disorganized people, machines, and money into a useful enter- prise (you know, getting things done through other people). A business manager, like a teacher, must handle relationships outside and inside of the business. In business, those outside relationships consist of consumers, government, suppliers, and investors. Those inside are the executives, managers, and workers, each having its own dynamic. In the classroom the external relationships consist of the world at large, parents, benefactors (in private schools), and government. The internal relationships are the teachers, students, administrators, and other staff. Again, each has its own dynamic.

The successful manager must make changes in his or her business as necessary to react to changes in the marketplace in order for his or her goals to be realized. The process of management consists of planning, organizing, leading, and controlling. Good classroom management simply presents a variation of that theme. It applies those principles using the external demands of its customers: the parents and society.



THE PROBLEM I want to focus on my students and curriculum. All those outside influences can keep me from doing this.

THE SOLUTION Recognize that your classroom cannot fully function in isolation. The students are individuals with pressures from parents, coaches, part-time jobs, and more. All of these are your business. Embrace them; don’t try to exclude or avoid them.



The Mission Statement of Your District 

The world at large and, more specifically, the parents of your students are your customers and they demand you educate their child. The students represent the product of your effort. The school system of your state with all its parts provides the production facilities and must have a mission whether specifically stated or not. Generally speaking, that mission is to provide a source of education in compliance with the state’s legal and educational regulations so that the students become productive citizens.

Your district must also have a mission statement, and it will read something like this: “It is the mission of this district to provide an education to develop productive citizens in compliance with the state legal and educational regulatory requirements, to increase the grades on the state standardized tests by 10 percent, and to reduce the dropout rate by 10 percent.”

Each school must also have a mission statement that will, of necessity, be more specific. It will require, for example, that all teachers take continuing education in working with special needs children; that the school update the physical facilities to provide things such as air conditioning, to facilitate use in the summer months; conduct more frequent in-classroom teacher evaluations; and increase the graduation percentages and state standard testing scores to achieve top-level state standing. This mission will result in a one-year/ five-year plan with specific, measurable goals. The statement of those goals will read like this: “The primary goal of the school is to raise student graduation percentages by 5 percent and lower the dropout rate to 4 percent by the end of the five years of the plan by mandating all teachers to take and to pass the local college courses ‘Special Education in the Coming Decade,’ ‘Classroom Management,’ and ‘Teacher Motivation’; increase teacher classroom evaluations to five during the school year; and institute summer reading programs.”



THE PROBLEM My school district’s plan must have been written during the era of the one-room schoolhouse.

THE SOLUTION Look to the bigger picture either at the state or federal level to gain your focus.



Create Your Own Mission Statement 

Read the school mission statement to determine how you will be evaluated, whether there are any continuing education requirements, and the number of expected classroom  evaluations. At minimum, you want to be able to comply with its requirements. But what do you do if your school has no apparent mission?

You establish your own goals, but instead of basing your mission statement on that of the school, you base it on the educational mission of our nation. The summation of our nation’s educational goals can best be stated with the following quotation, attributed to Lord Brougham: “Education makes a people easy to lead, but difficult to drive; easy to govern, but impossible to enslave.” Only with an informed populace can a nation survive and thrive over the long run. Therefore, it falls upon you, the teacher, to provide the information to expand the young minds of our nation. You must know your subject and exercise good judgment so your students will allow that knowledge into their minds.

Now you’re ready to develop a mission statement that includes continuing professional development and good classroom management techniques. Do this and you will happily work at this wonderful profession for many years. Your mission statement will look like this: “My mission is to educate students in the most professional manner possible by availing myself of every opportunity to improve my teaching methods, and applying these in my classroom so my students will have the greatest opportunity for a lifetime of learning.”



THE PROBLEM I thought my mission was to teach arithmetic, a subject that hasn’t changed since its beginning.

THE SOLUTION Arithmetic may not have changed, but students and our society certainly have. Keep yourself abreast of current world and local events in order to gain perspective. Attend seminars on new teaching methods for instructing a populace raised on video games and with computers.



Create Your Plan Based on Your Mission Statement 

Start the school year well before the school opens by preparing for it properly. Doing this takes only a few hours away from your summer relief, and gives you the confidence to begin the year smiling, ready with the classroom management skills you need to achieve the satisfaction of a job well done. Your preparation will make you feel like a successful new teacher who worked so hard in college, or like a revitalized, experienced teacher. More important, your students will experience a new level of learning. If you do not plan, then you plan to fail. Instead, succeed by planning from the start.

Based upon your mission statement, you begin to develop your plan. A good plan must be achievable, measurable, and involve research of the field of study. The businessman would say that you must plan, organize, lead, and control. The real measure of your success may not come until a student succeeds at a given goal or profession because of the foundation of knowledge you provided. It’s possible that you may never know whether your students achieved success after their school years. So how will you measure the success of your plan? You will measure it by establishing your goals for subject matter and by testing the students for comprehension of your material, recording benchmarks along the way.***



THE PROBLEM My mission statement takes care of any planning I need other than my daily lesson plans.

THE SOLUTION The mission statement is like the name of your business. It identifies it.



The businessman must know where the economy is going in order to know how or when to change his or her production facilities in order to be successful. You must know what it takes to educate kids this year, and what changes you need to make to educate them next year and beyond. That’s called planning.

You’re the Expert Now, but Take These Steps Anyway 

You must know your subject, look like you know your subject, and teach it. You will be amazed how much you will learn during your early years in this profession. (I found it hard to believe that I didn’t already know it all when I first started. But then, that’s me, not you.)

First, it should go without saying that you must have the basic knowledge in a subject from your college course of study. In addition to that, you should read past texts and old lesson plans, and reflect on the changes. If you’ve taught for many years, take a serious look back to the materials previously used for teaching your courses, and compare those to what you teach with today.

Also look at the course itself and recognize its changes. Most of the time changes take place over such a long period of time that they go unnoticed. If you find you can’t remember the reason for making your changes, study your old lesson plans. Why? Because how you teach during the coming year will be affected by those changes. If you can’t see much difference in the course texts and other materials, then you should contact the author(s) or publisher to learn the reasoning. Why? Because those changes very likely involved societal pressures rather than actual changes in the subject matter.

For example, you may have a new English book this year. It focuses on writings aligned with important historical periods such as the American Revolution, the American Civil War era, World War II, and space travel, just to name a few. The writers you study should be those who formed the basis of literary thought as a result of those historical changes. For example, our country had a serious antiwar backlash over its involvement in the Vietnam War.

Such writers as Lawrence Ferlinghetti wrote poetry and prose after World War II, Sputnik, and the Vietnam War. Ferlinghetti became the central figure in the “Beat” movement of the 1950s and 1960s. He sent out the message that the  citizens of this country should free themselves from conventional traditions such as marriage. Ambrose Bierce, better known as “Bitter Bierce,” felt that too many of the important writings after the Civil War romanticized heroism and courage, thereby justifying the atrocities of that war. One of his writings, “An Occurrence at Owl Creek Bridge,” used psychological fiction and flashback to show the darker side of that war. Certainly, everyone knew the darker side. What they needed was to see it in contrast to the romantic visions portrayed by many other writers.

From this example, you see the importance of knowing history even when teaching English. It also should help you understand how important your depth of knowledge in many subjects becomes.

What If I’m Not an Expert?

If you’re not an expert—say you majored in English and the principal signs you up to teach a math course (which would happen only in an extreme emergency in most school systems), you need to brush up on your college algebra. Get the math text you will use. Study the chapter and section questions for familiarization. Work the problems to make sure you know the formulas.

Don’t slight this area. If you don’t know your subject, the kids will catch on, and guess where their level of respect and attention will go.

Tips for Getting Ready 

Once you have studied your background material and your course curriculum, you can begin with the steps that follow. Obviously, these may vary depending on the age level you will teach.



1. Read background material. Review any outside material you feel will build your background, and also decide on the outside reading you want for the students.

2. Review government standards. Review the standards of both your school and the state so you will at least achieve those as an absolute minimum.

3. Count pages. Check the number of pages in the text you will use. Divide that number by four for quarters, or thirds for trimesters, to determine the number of pages per quarter or trimester. This may sound like an oversimplification, but if you are a first-year teacher who doesn’t know how long it takes to lecture on a topic, counting pages provides a place to start. For you veterans it will provide a foundation and a measurement for what you have tried to do in the past.

4. Read text material sorted by grading period. Read the material for each quarter and make adjustments to pages based on the level of difficulty you anticipate. Factor in the time for required outside reading, videos, audio-visual demonstrations, field trips, and any other resources you think will enhance the learning.

5. Obtain the school calendar of events for the school year. This will show you when the primary interruptions to your classes occur. Your school will have field trips, club and service activities for the students, cultural events in the auditorium, in-service days, days off for holidays, and on and on. Generally the principal will make no exceptions to these.

6. Purchase a recording device. I bought a digital recorder that fits in my shirt pocket, has oodles of memory and files, and replays clearly, all for under $75. (Maybe your school will provide this.) An interesting hidden benefit of using this device can surface if you record while holding class, as I have done. I had actually recorded several classes in order to find out whether I had any irritating speaking mannerisms such as saying “okay” frequently, or “umm” while thinking about an answer. The hidden benefit came to light a few days later, when I reminded the students of something I had said during that previous class. One student said he knew I hadn’t told them that because he didn’t have it in his notes. I told him that I had said it six times, to be exact (I had just by  chance listened to the recording before that class), and asked if he would like for me to play the recording. That answer may sound curt, and it was (I knew this student well, and curt answers were the only kind he understood). So was the student’s comment. By that time most of the class was scrambling, looking at their notes, and saying to him that they had the information I had asked for. He started writing it down immediately. The importance of that incident wasn’t that I had a recording to prove my statements, but that most of that class had gotten my statement and written it in their notebooks when I said it the first time. That is what I call a moment of success; minor success, but success nonetheless. They actually took notes. I know that not everyone in my classes writes everything I say in their notebooks, at least I hope not, but they were at least writing the important things.

7. Practice and record your lectures. If you teach math or science, practice solving sample problems or conducting experiments while you talk. The recorder will indicate the time involved. Add 25 to 30 percent of this time for questions and interruptions. Listen to the recording for the volume, inflections in your voice, and idiosyncrasies in your patterns of speech. Did you repeatedly say “okay,” “umm,” or anything that sounded irritating? Did you sound interested in your subject? If not, the students won’t find it interesting either.
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“This book shows you how to ensure
that every class you lead makes you
choose to be a teacher.”

—SHARON MARSHALL LOCKE
Director of Educational Innovations/SCORE.
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