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Introduction

  Welcome to teaching! The future of our children is now in your hands. You are entering a complex and challenging profession. We believe you deserve as much help as possible to do an outstanding job. Keys to the Elementary Classroom, Third Edition will provide you, the new teacher, essential keys for a successful first year. This third edition of Keys to the Elementary Classroom incorporates the input of many new and veteran teachers, including a new Chapter 1, “A Guide to Planning and Creating the Environment,” updated assessment materials, new English as a second language materials, and several new classroom activities.

  Our revised textbook guides you in using your first month as a foundation for a successful year. Following are the elements used to create a rich learning environment:

  
    	Build a sense of community to include all students

    	Establish clear routines and procedures for your class

    	Assess your students’ strengths and needs

    	Create an environment that fosters a love of learning

  

  These elements are at the heart of a good beginning and are important to keep in mind, not only at the start of the school year but throughout it. Keys to the Elementary Classroom’s third edition offers greater detail and a more expanded format than the original text. Following are chapter highlights:

  
    	
Chapter 1, A Guide to Planning and Creating the Environment, offers an approach to long-term planning used in establishing the appropriate standards-based context for daily activities. Templates are included to help you think through approaches to each subject area. It also assists you in organizing your classroom and in providing your students with a stimulating learning environment. Also included are suggestions on classroom arrangement and instructional materials.

    	
Chapter 2, Assessments, assists in designing classroom-based assessments. Knowing your students’ skills and abilities is crucial in providing them with appropriate instruction.

    	
Chapter 3, Routines and Procedures, suggests ways to establish both rhythm and structure to your days. Students feel more comfortable when they know what is expected. Clear, consistent routines and procedures eliminate most behavior problems. New teachers often need the most help with this topic. By following the suggested practices, your classroom will run more smoothly.

    	
Chapter 4, The First Two Weeks of School . . . A Detailed Account guides you through the first weeks, day by day and minute by minute. This detailed account provides a daily structure, plus a timeline for introducing new routines, procedures, and activities. Greater detail to K–l is provided here, with the assumption that those procedures will be incorporated into other grades. However, as a new teacher, you may wish to read the entire chapter before focusing on your specific grade level. This chapter is a treasure trove of thoughtful teaching, based on years of teacher experience.

    	
Chapter 5, Activities for the First Month, describes tried-and-true activities that can be used as the core of your program, or as a back-up plan. Student worksheets, copy-ready, are provided in English and Spanish. These can be included with planned activities or used as “easy assignment” for a substitute.

    	
Chapter 6, Fingerplays and Songs for Oral Language in English and Spanish, provides community building activities for language development and transitions for K–3 students.

    	
Chapter 7, Home and School Communication, suggests ways to develop relationships with students’ families and provides a simple letter for adapting to English and Spanish.

    	
Chapter 8, Resources, offers many excellent books for the advancement of professional development.

  

  Keys to the Elementary Classroom is certain to get you off to a good start. In addition to the suggestions and resources provided, we urge you to find an experienced teacher to serve as your mentor—either someone at your grade level, or one with an out-of-classroom position. Their support will be invaluable. New teachers should not attempt this complex job alone. Find a mentor!

  
PHASES OF TEACHING: THE UPS AND

  DOWNS OF A FIRST-YEAR TEACHER

  Over the past two decades, the Santa Cruz New Teacher Project (SCNTP) worked with and conducted research on over two thousand new teachers. Their results will help you understand you are not alone, and that most new teachers have similar struggles during their first year. The project’s research shows that new teachers experience five basic phases: (a) anticipation, (b) survival, (c) disillusionment, (d) rejuvenation, and (e) reflection. These are described below, including new teacher quotes for each phase. Descriptions are followed with suggestions for moving forward during each particular phase.

  Anticipation

  This phase begins during the student teaching portion of teacher preparation. New teachers enter with a tremendous commitment to make a difference, coupled with an idealistic view of how their goals will be accomplished: I was elated to get the job, but terrified about going from the simulated experience of student teaching to that of the person in charge. (This feeling of excitement often carries new teachers through the first few weeks of school.)

  Suggestions: Check out as many classrooms as possible. Try to get organized in advance. Set up your classroom environment as soon as you obtain a copy of Keys to the Classroom.

  Before starting your teaching assignment, visit a variety of classrooms. If already teaching, search out opportunities to visit other classrooms during recess or lunch for a reality check. Your visits will be more meaningful if you have specific questions in mind.

  Survival

  Your first month may be overwhelming. As a new teacher, you are constantly learning at a rapid pace. New teachers are instantly bombarded with many unanticipated problems and situations. So little time, so much to learn: I feel like I’m constantly running. It’s hard to focus on other aspects of my life. (It is not uncommon for new teachers to spend up to seventy hours per week on schoolwork—with minimal time to reflect on the experience. Particularly overwhelming is the constant need to develop curriculum.)

  Suggestions: Time to cut back, save your creative energy for the essentials. Seek out support for time management and organizational strategies.

  When in the survival phase, decide where planning can be reduced. Can you borrow an established reading/math curriculum to avoid daily inventing? Or, is it possible to reduce the number of student groups? Reassess your plan now, admitting you are only human and cannot be creative about each curriculum aspect during this first year. Set time limits for planning. Take at least one day off each weekend. Borrow lessons from colleagues, when appropriate, and rely on prepackaged curriculum.

  Disillusionment

  New teachers enter this phase following six to eight weeks of nonstop work and stress of varied length and intensity. Low morale, extensive time commitment, the realization that things are not proceeding as smoothly as they wish—all these contribute to the disenchantment period. At this stage, new teachers begin questioning both their commitment and competence; many become ill. Also during this time, new teachers are confronted with family conferences, Back-to-School Night, and their first formal evaluation.

  Classroom management may also become a major source of distress: I thought I’d be focusing more on curriculum, less on classroom management and discipline. I’m stressed because I have some very problematic students who are low academically, and I think about them every second that my eyes are open.

  In this phase, new teachers express self-doubt, have lower self-esteem, face complaints from family and friends, and question their professional commitment. Managing this phase may be the toughest challenge they face as a new teacher.

  Suggestions: Double-check your routines and procedures, pare down intricate planning, do something nice for yourself. Remember to breathe! Take care of yourself or you will become ill Take time to sit on a rock, go for a walk, and listen to music. Working more does not mean life will be smoother. Reduce your level of complexity without decreasing your expectations for students.

  This week, a basic math lesson from the book will be fine. Research keys for new activities to carry you through the next few days. Hints: get help from a mentor, borrow a lesson plan from another teacher, talk with fellow new teachers—they are experiencing the same thing. You are not alone. You will get through this!

  Rejuvenation

  This phase is characterized by a rise in new teachers’ attitude toward teaching—a fresh sense of hopefulness starting usually in January, or following your first extended break. Breaks offer opportunities to relax, reflect, organize materials, and plan curriculum. Teachers acquire a new perspective, with a better understanding of the system, a more realistic acceptance of their teaching, coupled with a sense of accomplishment at having made it through the first, and most difficult, time of the school year. Although still months away, school year’s ending becomes the proverbial light at the end of the tunnel. Now, teachers begin to feel more confident about their management skills: I’m really excited about my story writing center, although my organization has at times been haphazard. Story writing has definitely revived my journals.

  This phase may last into spring, with many ups and downs along the way. Near the end of this time, new teachers worry if all can be accomplished prior to the end of school. Once more questioning their effectiveness as teachers, they wonder how their students will perform on tests: I’m fearful of these big tests. Can I be fired if my kids do poorly? I don’t know enough about them to be cognizant of what I haven’t taught, and I’m sure it’s a lot.

  Suggestions: Review long-term planning and year-end expectations. This is a good time to take another look at these plans, using more realistic expectations. It is also a good time to determine what is expected for year-end exams, so students can be prepared in advance. Discuss your school’s expectations for end-of-the-year closing with a mentor, resource teacher, or principal. This helps to spread out wrap-up activities over several months, without being caught off guard during the last month.

  Reflection

  This phase occurs during the last six weeks of school and can be an invigorating time for first-year teachers. Reflecting back, they can highlight successful events, and review changes to be made the following year in management, curriculum, and teaching strategies. The end is in sight. You’ve almost made it! More importantly, a vision for your second year emerges—a new phase of anticipation: Next year, I’d like to start letter puppets earlier, so the kids can be introduced to more letters.

  Suggestions: Take notes on your reflections.

  Review what worked and what did not. Make notes in your plan book to assist in planning the following year. You might think you will never forget this experience, but by the end of summer vacation, all will be a blur. Save yourself from repeating the same mistakes; benefit from new insights to create better lessons. Write it down!

  We hope our research helps you realize that your experiences during this first year are normal phases of entering a complex, intense profession—one that cannot be mastered during any first year. Give yourself a break. Rely on Keys to the Classroom to get you started. When mistakes occur, remember: Be as kind to yourself as with any student in your classroom. Just like your students, you are doing the best you can!

  Have a good first year!


  
1

  A Guide to Planning and Creating the Environment

  Good planning is the key to a successful first month of school It builds confidence and enables your lessons to run smoothly and students to become engaged in the curriculum. Planning your lessons in detail during the first few weeks will help you to anticipate and prepare for problems in advance.

  This chapter will provide a variety of planning strategies and tools for annual, midrange, daily, and weekly planning including sample daily calendars and schedules. It includes transitions from one task to another and various samples of daily and weekly activities. It also includes a section on planning focused on the needs of English learners.

  This chapter also contains ideas to organize your classroom, room arrangements including centers for K–2 classrooms, lists of supplies, environment checklists, suggestions for first-day preparation including how to prepare class lists and bus and name tags. The chapter also provides you with a list of essential knowledge with which your should familiarize yourself prior to school starting regarding academics, equipment and machinery, school personnel, school procedures, and supplies.

  
ANNUAL PLANNING

  The task of planning may seem overwhelming. To make it easier, first obtain copies of curriculum guides, frameworks, and content standards. Review any pacing guides that have already been developed for your grade level. Locate copies of texts, reading materials, and other relevant materials for your school and grade level. A good source for this information would be a veteran teacher or your principal. Become familiar with the big picture. Realize that throughout the year, you will make decisions concerning what to teach and the length of time students should be engaged in a particular unit. If possible meet with the other teachers at your grade level to collaborate on long-range planning.

  
    	Review the Language Arts and Math Content Standards (content standards are published by State DOEs. California standards are available at: http://www.cde.ca.gov/be/st/ss/).

    	Review curriculum guides, frameworks, texts, and literature associated with each content area, and compile a list or map of the specific subject matter and assessments. You will need both a calendar and a matrix to map out the year. You can do this with pencil and paper or on the computer. An Excel spreadsheet or simple Word table will work well for the creation of the matrix. Across the top list the months of the year. Down the left side list the subject areas to be covered.

  

  Figure 1.1 Annual Plan
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  Use the above matrix and an Excel spreadsheet to map out the year to ensure coverage of any texts, materials, standards, and content required during the year. This rough sketch will be revised as you become familiar with your students’ knowledge, skills, interests, and needs. Notice links between subject areas, and develop integrated, thematic units of study. Use the matrix for Back- to-School Night to inform family members of your year-long plan.

  K–6: Lesson Plan Book

  Obtain a copy of both the school and district master schedules. You may use a ready-made plan book or create your own on the computer. To create your own planner use a table that has the days of the week across the top and the time blocks with bell schedules down the side. Enter important dates in your plan book first in a monthly calendar to put the important dates and events for each month for quick review (i.e., Back-to-School Night, report cards, parent conferences, standardized testing dates, staff development days, special holidays, and school and district events). Then create a weekly planner with the dates and special events of the week and include your school’s bell schedule, library time, restructured days, and mandated time for specific subjects. Plan carefully so your daily schedule will remain constant throughout the year.

  Set up your plan book with dates for the year (look at a school calendar and put the starting and ending dates of the weeks of school at the top of the pages in your plan book and list all holidays). At the first teachers’ meeting, you will probably receive various other important dates to remember. If you have your plan book set up, you can immediately transfer those important dates and responsibilities into your book so you don’t forget them. The following are some examples:

  
    	Yard duty for each week (this is important—put this right next to the date at the top of the page in red ink)

    	Back-to-School Night

    	Parent conferences

    	Vacation days

    	Staff development training

    	Vision and hearing screenings

    	Special events

    	Testing schedule

    	Report card deadlines

    	Release time

  

  Having the schedule set up ahead of time will relieve you of trying to find that calendar of events in your piles of papers. This is a good habit to get into: Every time you receive a piece of paper in your box with an important date, you have a place to write it down where you will remember to look at it!

  When you set up your plan book, leave a space or column for a things to do and places to go list. List your major preparation here. Also list meeting times and places so you don’t forget them.

  
MIDRANGE PLANNING:

  GETTING TO KNOW YOUR

  STUDENTS AND COMMUNITY

  Once you have a sense of the school year, it’s time to think in terms of units of study. We suggest the beginning-of-the-year theme, Getting to Know You, which will be used as an example of how to develop integrated, thematic unit planning. Start with these questions:

  
    	
      Who are my students, and what do they bring? Surveying students’ interests and backgrounds and assessing their skills regularly will enable you to match your instruction to your students. Use your knowledge of their experiences, families, and community to create relevant lessons. Phone each family or visit them at home. Familiarize yourself with the school community.
      Review all the information available to you from former teachers and cumulative records. Create a profile sheet (see sample below) with the name of students down the left and the assessment information you will be using across the top. These assessments include language status, ability in English, ability in reading, math, and special categories for students (migrant, special education, speech, gifted, etc.). This class profile list will help you in determining groups for differentiated instruction.

    

  

  Figure 1.2 Sample Class Profile Sheet

  Teacher: Mrs. Campos

  Grade: Third
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What do I want them to know and become able to accomplish? Knowing your subject matter and having short- and long-term learning goals will help you clarify what to focus your instruction on. Consider which assessments enable you to learn what your students know and are able to accomplish. These should guide the planning, selection, and sequencing of activities and assist in making adjustments to your students’ individual needs. Review standards and required texts to determine what skills and content you will be covering during the year.

    	
How will I move them forward? You will be most successful if you choose a variety of instructional strategies to match what students will learn. Promote critical thinking and problem solving within each lesson. Use resources and materials that all students can use and understand, and incorporate learning materials to reflect the linguistic and academic diversity of your classroom. Provide experiences that promote interaction, autonomy, and choice. Teach procedures for each activity within the lesson. Model expected behaviors and provide examples of the quality of work expected of the students.

    	
How will I know what they have learned? Use multiple measures for assessing student learning. For example, it is possible to assess students’ understanding of concepts through story retellings, written reports, projects, oral presentations, timed tests, worksheets, anecdotal records, written stories, visual displays, and physical demonstration of skills. Involve students in developing criteria (or a grading system) for completed products by assessing and reflecting on their work and by setting personal learning goals based on their assessments. Use assessment results to guide instruction and to improve your assignments. Involve parents and guardians as assessment partners. Communicate often about their child’s progress (see Chapter 2, Assessments).

  

  See Tables 1.1 through 1.3 for specific examples of planning tools and activities. To recap the elements basic to midrange planning:

  
    	Know the content and subject matter. Determine what students know and are interested in learning.

    	Use standards to develop goals for student learning.

    	Assess students to create baseline assessment data in language, literacy, math, etc.

    	List possible activities and assessment strategies to develop lessons.

  

  
DAILY AND WEEKLY PLANNING

  Table 1.1 Theme: Getting to Know You; Possible Activities and Assessments—Intermediate
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  Table 1.2 Theme: Getting to Know You; First Week of School—Grades 4 to 6

  [image: images]

  Table 1.3 Theme: Getting to Know You; Second Week of School—Grades 4 to 6
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  Daily Calendar

  In your plan book create a daily calendar showing your bell schedule for recesses and lunch. Include all known times: library, PE, music, and so forth. If your school has special activities during the week or year, list those in your plan book right away.

  Subject Schedule

  Determine the schedule for individual subjects, combinations of subjects, or themes. Consider a possible theme time integrating social studies, language arts, music, and art during the day. Determine how your schedule fits with possible team interaction. If you have English learners in your classroom, determine how they will get systematic English language instruction at the appropriate level daily in a small group. Determine when you will do frontloading for new vocabulary or structures in the text and how you will shelter content for English learners.

  Transition Activities

  Brainstorm transition and routine activities occurring after each recess. Some examples are journals, math warm-ups, sentence corrections, sustained silent reading (SSR), and read-alouds. Decide about placement in your daily schedule. If you routinely have a transition activity after each recess, it will allow you time to meet with students as needed, to assess them individually, or to complete preparation for the next activity. These routines should be explicitly taught during the first month so students may practice their expected behavior.

  Daily and Weekly Activities

  Consider other daily and weekly activities, such as morning message, calendar, daily agenda, jobs, homework assignments, current events, quizzes, tests, and class meetings. Enter these in your plan book.

  You now have a basic daily and weekly schedule. While scheduling your midrange planning, you can add the sequence of activities for each unit and series of lessons.

  Certain lessons require more details than others. Consider adding a basic plan structure to your plan book. Another notebook may include more specific plans: for instance, an introduction to the lesson or set, instruction, guided practice, independent practice, and closure. A detailed outline for routine procedures is necessary only for initial teaching, to assist you in planning the routine’s procedures, modeling, and practice.

  Careful planning does not imply that these are etched in stone. Your students’ backgrounds, interests, and needs will drive your instruction. Plans can serve as a road map, but remember: The route may be changed whenever needed!

  Planning for English Learners

  You must learn the capabilities of both the English and the content of each of your English learners. There are required assessments for English language—learn what those are in your state and district. Find out from your students’ record at what level they have been assessed, and use that as a starting point to begin to determine what language needs students have. When you assess students in subject areas, keep in mind that their language skills may hide greater abilities in reading or math. To determine the subject area skills you may need to bring in someone who speaks the language of the English learner. Give simple assessments of mathematics and reading that will allow you to determine if a learner has sound symbol and numeric relationships. You will need to plan for three strands of addressing language needs: (1) Systematic English language development. Students should receive twenty to thirty minutes of instruction daily in English at an appropriate level. If the student is a beginner in English s/he needs to be grouped with other beginners for this systematic approach to English. This may require working across classrooms to provide the small group instruction needed; (2) Intentional teaching of needed vocabulary and structures of lessons; (3) Sheltered strategies to clue in English learners to understanding and participating in content area instruction. These three strands on English instruction all require planning on a weekly basis.

  Systematic English Language Development

  There are a variety of programs that provide a systematic approach to teaching English. Systematic English language development moves students through the developmental levels of learning English from simple beginning structures and vocabulary to more complex language. It ensures that students learn all of the basic language they will need to function in school. This should be done in small groups with other students at the same level of learning English and may be organized across grade level teams or across larger school groups depending on the numbers of English learners in the school.

  Intentional Teaching of Language

  Structures and Functions and Vocabulary

  Look at each of the units you will be covering during the first month of school. Think about what the vocabulary is that students will need to use in each of these units. Plan out in advance how you will teach that vocabulary. Create charts for the walls that students can refer to with pictures or definitions to help them remember the key vocabulary. Plan to create mind maps with your students or charts with the basic concept in the middle and webs that move from students’ prior knowledge to the new vocabulary related to things students might already know.

  Consider the ways in which students will need to use the language (functions) that they will need in the lessons. Will students be asked to describe something? If so, they will need to learn that adjectives in English usually precede the noun they are describing. Will you be asking students to introduce someone? If so, they will need to learn language structures used in introductions such as, “I would like to introduce you to . . .,” “This is Maya. Maya is. or “I want you to meet Khanvhi.” If you are asking students to read word problems in mathematics, you will need to analyze those problems to be able to teach the structures the language students will need, not only to read those problems but also to answer the problems. For example: “If Joe has two apples and Mary gives him three apples, how many apples will Joe have?” In this problem your students will need to be able to use the “If. . .then” structures as well as the conjugations of the verb “to have.” To answer the problem they will also need to use the future or conditional tense of “will.”

  Teaching language requires advanced planning not only of the content and vocabulary but also an analysis and planning of how those language structures will be taught and reinforced. There will be a need to pre-teach the structures for students to carry out those functions. Pre-teaching can be through role play, providing cloze sentences, “If he does _____, then _____ will happen.” Whatever the lesson expectation, teach the language needed to meet that expectation. For example, your students need to write an essay on an animal. Consider the language they will need to describe the habitat, food, and functioning of an animal. Then teach the structures they will need to write the essay. Create charts for the walls, or individual help worksheets or booklets for English learners to refer to in scaffolding the lesson. For every lesson in each subject area you will need to plan ahead to analyze the text and lesson expectations to support your English learners in gaining access to the text.
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