
Intern Classroom Guidelines

Classroom Guidelines:

The classroom may be entered through the side door only.

No eating or drinking in class, including gum. Water is fine.

Ask the Leader of the Week before leaving for any reason, including using the restroom, during class or study time. Break times are the exception.

Wear shoes at all times. 

Be respectful of the adjacent classrooms by keeping the noise level down, not walking through the Sanctuary, and not slamming doors. 

No yelling or roughhousing in the classroom.

Leader of the Week:

To give Interns more leadership responsibility in the classroom, there will be an assigned Leader of the Week.  The LW’s responsibilities start at 8am on Tuesday mornings and extend through the weekend. 

Remember that position does not make the leader, character and initiative make the leader.

LW Responsibilities:

· Attend Tuesday morning Intern Staff meeting at 8:30 AM.

· Take attendance each morning. Each Intern must check in with you personally. The attendance for the day needs to be reported to the Intern Office at the beginning of each day (during prep-time) so Leadership is aware of any absences. Please use Intern in/out board, citing reason for absences.

· Lateness must be documented for each class for Monday Club. Hand Lateness Explanation form to the tardy student to fill out and return to you. Collect all Lateness Explanation forms; assign Monday club for invalid reasons and turn into Operations Dept. leader.

· Monitor the classes.  Keep order in the room.  Keep the noise level down and the Interns focused and attentive. If someone is being disruptive inform Leadership.

· Manage the break time. Tell the Interns what time they need to return to class. Get everyone focused and ready for classes to begin again.

· Assist the Instructor/Special Speaker by:

· Providing a glass or bottle of water

· Making sure the podium is set up

· Gathering the dry erase markers/eraser for the white board

· Offering additional assistance to Instructor

· Tear down the classroom!!! 
· Put the reserved signs on the 2nd and 3rd rows on Saturday before prayer and remove them after the services. Signs are kept in the classroom cabinet.
Classroom Set-Up/Tear Down:

All chairs, tables, dividers and other equipment used must be put away on the last class day of the week.
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