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part of the exercise, or materials available 
for quick finishers—this applies to tests also. 
Materials could take the form of classroom 
magazines, which should be at each student’s 
desk to eliminate movement while the 
exercise or test continues.

• 	 Establish a plan to handle the problem of test 
or homework make-ups for absent students. 
For example, have a labeled basket containing 
the missed homework assignments with 
very specific directions, including deadlines 
(works well with fifth graders and above). 
There should be an in-basket clearly marked 
for turning in make-up work.

•	 Establish charts, graphically displaying 
the records of students who have or have 
not completed homework assignments. 
Designate a percentage of completion of 
assignment as an indicator for a reward. For 
example, if homework assignments are 
turned in, the class may be excused from a 
weekend assignment.

• 	 Clearly define grading procedures, making 
sure they are consistent with school policy. 
Students need to know what is required to 
achieve an A, B, C, etc. Address the problem 
of students doing poorly during the quarter 
and then trying to do extra work to improve 
grades. A good policy is to restrict the value 
of extra work to no more than 5% of a grade.

• 	 Maintain an up-to-date calendar time line 
to be prepared to meet the required and 
seemingly relentless deadlines for reports, 
grades, etc.

• 	 Calling parents is a good idea. A call home 
to discuss a behaviour problem or academic 
problem always pays dividends. Calling home 
to discuss positive things does too!

• 	 Have a room environment that is pleasant 
and exciting. Set the mood for your class with 
imaginative bulletin boards.

Classroom Discipline
 •	 Address discipline problems. Ignoring a 

problem will not make it go away. Quickly 
address any student who is out of line. If 
students know you will take action and 
that there will be consequences for poor 
behaviour, your in-class behaviour problems 
will be fewer.

• 	 Remember—hands off students at all times. 
You should only physically intervene to 
prevent physical injury to a pupil. Voice 
control is a far more effective technique, 
especially if you have earned the respect of 
your students.

• 	 Remember, you were young once and made 
your share of mistakes. Be compassionate and 
understanding, but be fair and consistent in 
administering discipline.

•	 Avoid punishing the whole class for the 
misbehaviour of the few. It is not only unfair, 
but will gain you a poor reputation with your 
class, colleagues, administrators and parents. 
Zeroing in on an individual for a private 
discussion or even a public reprimand is a 
more effective technique.

• 	 Be positive in your discipline methods. Do 
not use sarcasm or ridicule your students as a 
method of discipline.

Instruction
 • 	First-year teachers should prepare extensive 

and detailed lesson plans. Well-developed 
plans will assist until such time as you have 
gained the experience to rely less upon 
detailed plans.

• 	 Have back-up plans to use when the planned 
lesson appears to be falling apart. Do not be 
afraid to start again with a different approach. 
In your detailed lesson plans, note specific 
fall-back activities. For example, if your plan 
includes reading a play aloud, and the class is 
a bit active, have a quiet reading plan noted 
in your lesson as an alternative.

•	 Use audio-visual equipment properly. Test 
your equipment before class to ensure it is 
in working order. Aside from eliminating 
embarrassment, effective use of an overhead 
or video tape may enhance your teaching 
style and effectiveness.

• 	 Monitor your students’ progress; reviewing 
lessons and quizzes will show you whether 
students are retaining what you have taught. 
Let students know in positive terms how they 
are doing.

• 	 Test for understanding rather than designing 
tests to show how tough your class is. Using 
quizzes often, rather than a test occasionally, 
allows for constant review and learning. The 
name of the game is student success and 
understanding of what you have taught.

• 	 Vary the pace of lessons. Varying the length 
of sustained time per class hour is important. 
Depending on the age of your students, 
adjust your lesson to have two to four breaks, 
switching from one subject to another.

• 	 Know your subject matter prior to giving a 
lesson. Winging it or flying by the seat of your 
pants will not be appreciated and will often 
cause discipline problems.

• 	 Know you have academic freedom as a teacher, 
but also note that such freedom requires 
mature responsibility when presenting 
controversial material, as well as giving pupils 
an opportunity to always hear opposing 
viewpoints.

• 	 Keep on supporting your kids. Do not give 
up on them. Some may be slow, but keep 
plugging away; you will find they retain more 
than you think. Your students will rise to meet 
higher expectations, and you will gain respect 
by being demanding of them.

being Professional 
• 	 Dress as a professional; you are a model for 

your students. Professional appearance sets 
a businesslike environment in your class. 
Casual appearance may be fine, but grubby 
jeans and a wrinkled blouse or shirt will not 
do much for your professional image.

• 	 Be very cautious in preparing anything in 
writing for students or parents. Misspelled 
words or sloppy copies will only cause you 
grief. Review written work with a colleague 
before releasing it to pupils or parents.

• 	 Carefully develop the reputation you want to 
project—organized, efficient, effective, fair 
and consistent. Students next year will know 
the reputation you created this year when 
they walk into your classroom.

• 	 Whatever you do, learn from your mistakes—
you will make plenty in the first year. Be 
determined not to make the same mistake 
twice.

• 	 In most schools, staff members are expected 
to do extra-duty assignments. Before being 
given an assignment you may not want, 
volunteer for an assignment that suits you 
and you can handle well.

• 	 Learn from successful veterans on your staff. 
Seek out established, respected teachers, 
whose advice will be invaluable.

•	 Be especially considerate of custodians 
and clerical staff. Your reward will be their 
willingness to go the extra mile for you, 
particularly when time is short and your 
nerves are on edge.

• 	 Be a restrained and positive contributor at 
faculty meetings. Listen, assess, learn; do not 
attempt to address issues about which you 
are not fully knowledgeable.

• 	 Use appropriate time to correct students’ 
papers, such as during prep periods. Do 
not correct papers during staff meetings. It 
may be convenient, but unwise since most 
administrators will consider your lack of 
attention disrespectful.

• 	 Mix socially; avoid being a loner. You will 
develop valuable friendships and gain advice 
from colleagues. In other words, do not eat 
lunch alone in your classroom every day to 
try and stay ahead of the game.

• 	 Try to be positive and upbeat to avoid gaining 
a reputation of being a negative teacher 
who whines, moans and complains. Your 
colleagues will avoid you—no one likes being 
around a chronic complainer.

•	 Your comments should be positive about 
your school, your colleagues and your 
administration. If you must be critical, make 
sure the criticism is constructive.

• 	 The classroom is the focus of your attention. 
Do not bring your personal problems into the 
classroom. Physical, psychological or financial 
problems should not become a burden for 
your students.

• 	 Be flexible; avoid being rigid in how you 
handle students who are asked to help with 
assemblies, attend student councils, etc. If you 
feel kids are missing too much class, do not 
take it out on them; take the matter up with 
the administration and/or involved advisor.

• 	 Remember, you are a professional teacher, 
and your actions off campus may affect 
how the community perceives teachers as 
professionals. In other words, use discretion 
in your off-campus personal life.

These basic survival guidelines are not meant to be 
comprehensive, but are ways to assist new teachers in getting off 
to a solid start during the most difficult year of a teacher’s career. 
With time and patience, the new teacher will gradually develop 
the wherewithal and skills necessary to become a successful 
professional.
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