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Classroom management overview
This two-hour module provides participants with techniques and tips for managing classroom dynamics. Topics addressed include dealing with problem students and situations and creating lesson plans and activities to minimize classroom control problems. This session provides instructors with the tools to both reduce and prevent instructor stress in the classroom.

Course outcomes:

· Create lesson plans for the entire class session

· Apply tips for staying on schedule and using instructional time efficiently

· Handle problem students and dealing with class disruptions

· Prevent problems from arising and staying in control in difficult situations

· Hold students accountable for preparing for class

· Develop strategies for dealing with students who leave at break, do not attend class, or turn in assignments

What is classroom management?

Ask any ten instructors across the country about classroom management and you will get ten different responses. Classroom management can be many different things to different people, with all of them correct in one form or another. MacDonald and Healy (1999) note that classroom management is “your ability to keep students constructively involved in learning” (p. 205). Kindsvatter, Wilen, and Ishler (1996) go on to state that “management behaviors of the teacher are generally those things a teacher does in addition to instructional behaviors and are intended to keep students on task” (p. 91), an important distinction to note. Classroom management does not take the place of good instructional behavior, it supports it when necessary. However, if you have sound instructional practices, it is less likely that you will need to revert to disciplinary management practices.  
This document seeks to help you understand different ways of managing a college classroom environment to the benefit of everyone involved. MacDonald and Healy (1999) sum it up nicely in saying that “class management is the essential complement to your capacity to teach interesting material in ways that engage the interest and effort of your students” (p. 206). 
A study conducted by Evertson and Emmer in 1982 (as cited in Kindsvatter et al., 1996, p. 78) described the following methods of effective classroom managers:

1. Provided explicit instructions about desirable behavior.

2. Monitored student compliance with classroom standards and reacted accordingly to deviations.

3.  Developed a strong and more detailed system for student accountability.

4. Communicated information effectively, in presenting information, giving directions, and stating objectives.

5. Had more on-task time with learning activities, wasting less classroom time.
Classroom management models
Classroom management has often been linked with disciplinary measures. In the 1970s, research began on how to better manage a classroom using behavior management techniques rather than strict discipline. These techniques and research were mostly devoted to the K-12 environment and advocated the use of “assertive discipline” which is a term first coined by Lee and Marlene Canter. Tom McIntyre (2004) sums up the Canter’s approach by saying that the instructor makes all of the decisions about what is to be expected in the classroom. The instructor is responsible for enforcing the rules to keep other students from disrupting the learning environment. This method of discipline works for many teachers because it is easy to implement and enforce. 
The Cantors had detractors to their method. Many said that the Assertive Discipline method was too teacher-centered and did not take the students and their individual needs into account. Another major issue with Assertive Discipline is the fact that it is a reactive technique, rather than a proactive one. It does not allow the instructor to work in collaboration with the student to prevent student misbehavior. Instead, pre-determined consequences are given, with little flexibility in determining the severity. 
Another common classroom management method is the Discipline with Dignity method created by Richard Curwin and Allen Mendler. This method is much more proactive in nature and deals with prevention of misbehavior rather than attempting to determine the causes behind it. This model is more student-centered and focuses on larger issues, not the smaller ones. At its core, this method allows instructors the flexibility to make choices when it comes to consequences for the students or even to let students make those choices. It supports the use of humor and student accountability for problems.
Opponents of the Discipline with Dignity model argue that it might be too permissive and that it leans too far towards a student-controlled management. It requires more planning and consideration on the part of the instructor than the Assertive Discipline model. The Discipline with Dignity model can sometimes be seen as shifting the blame for student behavior to the institution rather than on the students themselves. 
What’s important to remember is that every instructor has their own method of classroom management and you need to define what your method is before you go into the classroom. Your policies and their consequences should also be clearly stated in the syllabus. Gerald Amada (1999) suggests that each instructor identify “which classroom behaviors could reasonably be deemed unacceptable and penalizable” (p. 23) before the quarter begins. It is acceptable not to have a clearly defined policy on every potential item that could occur, but you should have policies for basic items like missing classes and tests, student behavior, and late work. You will find that writing these policies down will help you define exactly what kind of behavior you require from your students. It is also common for your basic ideas of classroom management to change over time. You will find that some issues naturally come to the forefront while other issues drop in importance to you as you gain more experience in the classroom. 

Goals of classroom management

Managing a college classroom effectively is a highly individualized activity. What works for one instructor does not necessarily work for others. However, the basic goals of classroom management for almost all instructors, articulated by Eggen and Kauchak (as cited in Campbell, 1999, p. 34) are to:

· Create the best learning environment possible

· Develop student responsibility and self-regulation

It is not possible to have a positive learning environment if student behavior goes unchecked and if students have not developed the sense of responsibility that goes along with being a college student. By the same token, it is difficult to help the students become self-regulating and responsible if the learning environment in the classroom does not support this goal. Students need to understand their responsibilities as a learner and to develop the ability to regulate their own behavior in order to participate and fulfill their role in creating and maintaining a positive learning environment. 

Student responsibility is often an area where instructors feel that they have no control. We are all looking for those self-motivated students who come to class prepared and awake, who are respectful and willing to think. “Most of us expect our students to have learned how to be students by the time they reach college. Yet many of my charges need help in learning how to study or write papers, as well as how a college classroom is supposed to operate” (Perlmutter, 2004, p. B15). That is most likely true of many of your students as well. For many Baker College students, the return to the classroom is a frightening prospect, considering that many of them may not have attended college previously or have been out of school for a number of years. 
Some of the most important features of classroom management are the things that students do not necessarily see and instructors find difficult to describe. Good classroom management involves equal parts planning and spontaneity. It is possible to plan well, but not be able to react to the classroom dynamics or student needs. It’s also possible to spend all of your time reacting to these things and not have done the proper planning that needs to go into a course as a whole or a particular session. 
Gail Godwin once said “good teaching is one-fourth preparation and three-fourths theater” and to a certain extent, that is true. You must not only be prepared for what you want to teach in a quarter, you also somehow have to prepare yourself for the unexpected as well. ”Without a carefully constructed classroom management plan, teachers may develop defensive reactions to disruptive students and this will most certainly seriously compromise their effectiveness as teachers” (Campbell, 1999, p. 46).
It is also true that you need to review your classroom management strategies periodically to ensure that they are still effective. Some instructors tend to use what worked for them at one time over and over and do not make adjustments for different courses or different students. As Campbell (1999) states, “it is not enough to simply create a complete set of rules or to have contingencies specified for these rules. Continual review of the rules and the consequences of violating them must occur” (p. 48). 

You should also pay attention to how you state your rules. A list of “Do nots” tends to set a negative tone from the beginning; something you want to avoid. “Students should be helped to understand that the rules are expectations of positive behavior and not prohibitions or negative behavior” (Campbell, 1999, p. 48).
Instructor responsibilities
All college instructors have two essential professional prerogatives. First, they have the prerogative to set academic standards for their students and to grade or evaluate the quality of students’ performance according to those standards. Second, they have the prerogative to set behavioral standards for their classes (Amada, 1999, p. 21). 
In an effort to assist you with this process, we have composed the list below, which can be viewed as a fairly broad interpretation of your duties. As an instructor at Baker College, you are expected to:
· Ensure an appropriate pace and effective use of classroom time through course/session planning

· Keep the discussion and activities focused on the learning objectives (course outcomes)

· Create and maintain a positive learning environment

· Prevent, detect, and address disruptive or dysfunctional student behavior

One recurring theme through this session is the importance of proper planning in avoiding classroom management issues. A good plan, with plenty of diversity in activities and opportunities for students to experience learning for themselves, goes much of the way toward preventing some of the problems that arise from students becoming bored, leaving early or talking in class at inappropriate times. However, a plan is just that, a plan of what you think you want to accomplish during a class session. Do not get so tied to your lesson plan that you lose the “teachable moments” that you might not have scripted in advance. Be flexible enough to let go of the plan if necessary to seize the moments as they come. 
Keeping your course focused on the learning or course outcomes will also help reduce some of the tension and resistance students may have about why a particular item or concept is important. If you can point to its relevance on the course outcomes and stay focused on what the students need to know to complete the course and program successfully, your classes should run more smoothly. As a career college, our main goal is to prepare students for a profession, and our course and program outcomes support this goal. Some ways to ensure that you maintain your focus are:
· Keep the discussion on topic
· Balance the time on activities to the learning outcomes
· Separate individual student issues from class issues

· Address problems or disruptions immediately to keep them from snowballing

Keeping discussions on track

Maintaining discussion focus is a common problem for many instructors, both new and experienced. There are some students who just like to monopolize a discussion or who go off on tangents, either during a class discussion or when asking a question. Many instructors struggle with how to deal with this issue without being rude or making the rest of the students in the class feel like they won’t be able to talk without being cut off. As difficult as it is, you must stop those students who refuse to keep their comments on the topic at hand. “Instructors can do this by simply and politely telling the students that they have used up their allotted time and now it is someone else’s turn to speak.” (Amada, 1999, p. 81). You can also see Appendix A at the end of this manual for more strategies to deal with this issue.
Time spent on learning (course) outcomes

Balancing instructional time is always a delicate act. There always seems to be more material to cover than time to cover it. One of the ways that you can help both yourself and your students is to do the long-range course planning discussed in detail on page 14. If you find that you are spending a lot of time on items that do not relate directly to the course outcomes, you can often eliminate some of that time and gain more time for covering items that tied to the course outcomes.
Student versus class issues

Sometimes it is difficult to determine what is an individual student issue and what is a class issue, but it is an important distinction. For instance, if you have a few students who are consistently late returning from break, lecturing the class about tardiness is ineffective, particularly if the offending students are not in the room. It can actually create barriers between you and the other students who were in the room on time. Additionally, the students whose behavior you object to aren’t even present for the “punishment”, so it does not affect them at all. Some issues can be dealt with at a class level, but many issues are actually individual student issues that are best dealt with in a private manner. 

Do not be afraid to take students into the hall for private discussions during activity time. Some instructors tell students that if approached with an issue, the conversation will immediately be moved to the hall, regardless of its nature. This allows you to have confidential talks with students about both behavioral and non-behavioral issues without raising the curiosity of other students. Never underestimate the power of a personal, one-on-one conversation with a student. Regardless of what you may think, it is possible to “teach” from the hall. You are just doing it a different way than when you teach in the classroom and it often produces a more immediate change in behavior from the student. 
Addressing problems

Dysfunctional student behavior can occur in many forms. Some forms are more disruptive than others, but even the most minor infraction can affect not only that student, but others as well. It is your responsibility, and not an easy one, to do as much as you can to prevent these behaviors and then deal with them if they do occur. “Although it can’t absolutely guard against disruptions, prevention does make them less likely to occur” (“Minimizing Disruptive Behavior,” 2004, p. 6). 
Not addressing disruptive behavior immediately can have repercussions for the entire class. If you come down on the offending student at a later date, he/she may wonder why you let the behavior continue for so long. Silence on the part of the instructor is often interpreted by the students as acquiescence, so by not saying anything immediately, you are giving an implicit nod to the behavior. Failure to resolve student misbehavior in a timely manner can also cause the other members of the class to question your policies, possibly leading to further disruption and behavior issues. 
Professional standards

There are many ways that you, as an instructor, can maintain a positive learning environment. One of those ways is to follow the code of professional conduct. Baker College expects that all instructors will adhere to certain professional behavioral standards, which are listed below:
· Dress – the dress code is clearly defined in the faculty manual. Baker College feels that when instructors should model the highest standard of professional behavior at all times, including dress. 
· Speech – in class, as well as via phone and email. Students are often hesitant to ask questions or to question an instructor when they should be encouraged to do so. A good portion of college is helping students find their voice and instructors must be particularly careful to speak in a professional manner to students. Humor is generally appropriate, but be cautious because not all students will take your comments in the same manner. Sarcasm is a dangerous area. Try to avoid even the appearance of belittling or being condescending to students. 
· Student confidentiality – students have the right to expect that their private issues remain private, so all grade or performance issues should be handled on an individual basis. This includes end of quarter grades and attendance. Many of these issues fall under the Family Educational Rights and Privacy Act (FERPA), so if you have any questions about what is considered confidential or to whom you can show information, please check with a campus official before releasing that information. 
· Behavior toward students – students have a right to expect that their instructors behave in a professional and courteous manner. Students have the right to have their opinions heard and should be treated with respect at all times. “Teachers should model respect for students by virtue of the way they interact with them” (Campbell, 1999, p. 58). Instructors have those same rights and it is often easier to enforce the instructor’s point of view rather than respect the student’s. Remember that a large portion of our students are working and have valuable contributions to make in the classroom. “We need to approach teaching with humility. Only when we do so will our students treat us with respect. Only then will we deserve it” (Benton, 2004, p. C1). However, respect is not always something that is automatically granted to you by your students. As Campbell (1999) states, “every teacher must earn the respect of the students. Earning respect requires a conscious effort; it does not just happen” (p. 58).
· Attitude – something attracted you to teaching at some point; try and remember what that was and use it in your class. Each instructor has different strengths. Find yours and use them as a basis to conduct your class. Students will be able to tell the difference between a genuine love of teaching and enthusiasm for the craft and someone who is in it for other reasons. It’s not reasonable to expect that you will love teaching every single day, but try to ensure that your good days outnumber your bad ones. “Without realizing it, some instructors induce inattentiveness and disruptiveness in their students by teaching without the verve and joy for learning that is so essential to inspiring students in their quest for greater knowledge” (Amada, 1999, p. 50-51). 
Positive learning environment
Once you have decided how you will present yourself to the class, it’s time to begin considering how you can make your class a positive learning environment. “Classroom conditions that provide students with academic and social success experiences tend to reduce discipline-related problems” (Kindsvatter et al, 1996, p. 78). 
Much of the recent research in education has been on the importance of learning communities and the numerous benefits they provide to both students and instructors. “Students disrupt classes less when they know and care about other students in the class. Faculty regularly underestimate the power of peer pressure. It can be used to create classroom environments where students act appropriately because of commitments they feel to others in the class.” (“Minimizing Disruptive Behavior,” 2004, p. 6). Use the learning communities ideas presented to enhance the learning experience, not only for your students, but for yourself. 
Some of the things that you can do to foster a positive learning environment include:
· Respect for diverse student backgrounds, not only culturally but socio-economically and professionally as well. 
· Teach using a variety of methods, in an effort to reach the maximum number of students possible. Amada (1999) notes that, “it is ironic and unfair for some instructors to discipline students for such inattentive forms of behavior as sleeping, chattering, and woolgathering in class when those same instructors are teaching in a boring, tedious, and soporific manner” (p. 50) and “perhaps the best antidote to all forms of disruptive behavior is for instructors to teach interestingly” (p. 51). You can see the Student-Centered Teaching Strategies manual for more help on teaching interestingly.
· Provide consistent and fair treatment of all students when applying class policies (such as attendance and late assignments). “Whenever an instructor imposes two very different penalties upon two or more students who have committed very similar infractions, there is an increased likelihood that the instructor can legitimately be accused of engaging in discriminatory conduct” (Amada, 1999. p. 24).
· Maintain confidentiality and privacy in student records and issues.
· Ensure that the classroom is a safe, welcoming environment for students, where they feel comfortable asking questions and seeking assistance. “Learning new concepts, ideas, and modes of thinking can be a very slow and painfully difficult intellectual and emotional process” (Amada, 1999, p. 82). By encouraging questions and discussions among your students, you can help make this process more palatable for them and you. 
· Model appropriate classroom behavior for your students. Be enthusiastic about your subject, about your class, and about the College. “If instructors teach with a certain passion and zeal for their subject and can impart their intellectual excitement and idealism to students, it is likely to make an important difference in fostering a positive, non-disruptive classroom environment” (Amada, 1999, p. 51).
You probably already do many of the items listed above implicitly. Making them explicit in your planning will help the students see them more clearly. One of the most important of these is to work to establish a positive relationship with your students, but do not take it too far. “Far too many new teachers are overly and unnecessarily concerned about being liked by the students” (Campbell, 1999, p. 58). This can be especially true at Baker College, where our students evaluate us every quarter and these evaluations are reviewed on a regular basis. However, it is important to note that these evaluations aren’t the only method for determining your skills as an instructor. They are one piece of the puzzle and are considered so by your supervisor. Student evaluations are one way that students can give feedback to you about your class, so take the time to read them and consider the comments carefully. Positive changes can occur to your teaching as a result.
Planning

Proper planning is perhaps the most essential of all course management functions. Good course and lesson plans allow you to see where you will go over the course of the quarter and detail how you plan to get there. There are two types of planning you should engage in every quarter:

· Course planning

· Individual session planning

Course planning
Course planning occurs before you begin planning for your individual session meetings and is performed with an eye towards the “big picture” you have for the course. During course planning, you should have the syllabus, the course outcomes and the syllabus guide at hand. While planning, you will probably want to:

· Identify major and minor topic areas you plan to cover. Use your course outcomes as a guide for this process.
· Target “milestone” weeks throughout the quarter to measure your progress against a timeline. This step can be especially important when you are preparing to teach the class again, so you can make adjustments to the overall course or session plan, if necessary.

· Determine any necessary supporting resources and make arrangements to obtain them. You could put a resource on hold at your campus library for students to review or identify websites that could be helpful.
· Identify summative assessment and/or evaluation methods you will use to determine if students met the course outcomes. Assessment is a crucial piece of the learning puzzle that tells us, as instructors, whether or not we are successful in facilitating learning. Evaluation involves making a judgment about how well the student performed on a given task or in the class (think of it as a grade on a paper or a final grade in the course). You can use your summative assessment method for evaluation if you choose. 
· Develop generalized learning activities to support course outcomes. These do not have to be in final form, but sometimes as you are preparing, activities begin to take shape in your mind, so take a few moments to write them down for your later session planning.
· Review the syllabus guide to determine if there are any strategies, methods, or other information you would like to use. Remember that this guide is just that, a guide for how one person thinks the course could be taught. You are free to use what you want from the guide or not to use anything at all, if that is your preference.
· Read the Baker College catalog to determine where your course fits within the larger program. You may also want to review the course descriptions for the courses immediately preceding and following your course to obtain a better idea of where your course fits within the scope of the overall program. 
When you have completed the list of activities above, you should have a fairly good idea how you plan to achieve the course outcomes. These outcomes are not to be changed or modified in any way and you must ensure that each outcome is adequately covered in the time available. How you choose to achieve that outcome is entirely up to you and will most likely be determined when you are completing your session planning.

Session planning
Session planning is the detail step in planning. This is when you stop thinking in general terms and begin to identify specific activities and teaching strategies that you will employ to help students learn the required course outcomes. Session planning allows you to create a detailed plan about how you plan to accomplish your overall plan you developed in the course planning stage. 
One note of importance is that the first session is often the “make or break” session. Kindsvatter et al (1996) refer to the first day as “the most important day of class in terms of its potential impact” (p. 92) and go on to note that “students acquire their first impressions at this meeting, the tenor of the class is established and momentum is initiated” (p. 92), so you do not want to underestimate the importance of this particular session in your planning. 

During the session planning phase, you will want to:
· Identify appropriate areas for lecture versus other learning activities. Lecture, though it is the most passive form of learning, does have a place in your repertoire. Research now shows that most students can attend to a lecture for about 15-20 minutes. Anything after that tends to be ineffective, so try to incorporate the concept of the “mini-lecture” into your sessions. The Teaching for Learning site at Flinders University (www.flinders.edu/au) states that “the average capacity to give focused attention is about 15 minutes. Depending on other environmental factors (temperature of the room, time of day, etc,  after 15 minutes students’ ability to attend reduces and they take fewer and less accurate notes.” 
· Select appropriate, targeted instructional activities to accompany your lectures. “Effective managing teachers plan to vary instruction to achieve learning objectives in different ways and for the purpose of stimulating students’ interest and involvement” (Kindsvatter et al., 1999, p. 92). Not all content must be covered by the instructor. There are many different learning activities where students can teach themselves and each other the content, with the instructor acting more as a facilitator. These activities also tend to be more student-centered and active, which means that students will become more engaged than they would if you were to cover the material.
· Develop formative classroom assessments, which are different than the summative assessments you identified in the course planning stage. This type of assessment gauges how well your students have grasped a particular concept and should be completed several times a session. “Assessments become formative when the information is used to adapt teaching and learning to meet student needs” (Boston, 2002). 
· Gather any required instructional or supporting materials. Remember to review the supporting materials on the ORBIT system to see if there is anything you can use for your class.
· Create your media files, if appropriate. Many of the classrooms at Baker College are multimedia classrooms, meaning that they have a fully functioning computer connected to the Internet. You can create presentations in PowerPoint or documents in Word, or gather a list of websites you might want to display for the class either in advance or during the class session.
Lesson outlines

After you have determined what you think you will need, you can then begin the process of planning the actual lesson. Most lessons devoted to a single topic and typically involve the following as outlined by Deborah Mynster (1997):

1. Activation task – this allows students to explore their pre-existing knowledge on a particular topic before you begin. This process is also known as activation. (5-10 minutes)

2. Correction, evaluation, and re-teaching of entry task – you might need to correct student misperceptions before continuing. (5-10 minutes)
3. Teach new material – which can be accomplished in a variety of ways. Lecture is certainly one, but there are also student activities that can facilitate this process outlined in the Student-Centered Teaching Strategies manual available on the Effective Teaching and Learning website. (15 minutes)

4. Assess student understanding – through the use of the formative assessment discussed earlier. If your assessment shows that students are not grasping the concept, you will probably need to cover that topic using a different method or terminology. (10 minutes)
5. Provide closure – allow students to process the learning or activity by directing them to write in a journal, compose a reflection paper, or to simply jot down a few notes about important parts or concepts for later review. One particularly successful technique is to have the student identify how this concept has changed their thinking about something else. (5-10 minutes)
This outline is just a suggestion for a “typical” 55 minute lesson. Of course, all of our class sessions last more than 55 minutes, so you can do 2-4 of these units in the time allotted to you. What is important to note from this outline is the constant movement of activity for students. They are active in every stage of this plan, which can help increase student motivation to learn, which, in turn, can increase student success. “When successful, students will perform better academically and will tend not to cause or contribute to discipline problems in the classroom” (Campbell, 1999, p. 24). 
Obviously you have more to teach than 4 items in an evening or 2 topics per day, so you need to refer back to your course plan for help in grouping these items in a logical manner. Some topics fit naturally well together while others, even though they may be covered in the same chapter in the textbook, just do not flow naturally. It is your job to identify when these mismatches are present and work around them to the benefit of your student. 

It is always important to over plan for a class session rather than under plan. Just as some lessons will take you longer to cover than you originally estimated, some lessons will move more quickly than you planned, so rather than letting the students out early or giving them busy work, you can always move to the next activity or lesson you have planned. You can also use reinforcement activities if you don’t want to move to the next topic or group the students for deeper reflection on the material. 
Another benefit of using the lesson plan identified above is that it can, in and of itself, help motivate students to come to class. Obviously you are not to blame for any attendance issues in your class, but students are more likely to want to come to class where they are actively involved in constructing their own learning, rather than sitting back and passively taking it all in. Many of our students are kinesthetic learners, meaning that they have to physically become involved with the subject to master it and allowing then the opportunity to engage in active learning will help them be more successful and encourage better attendance. 

Another useful suggestion is to keep a “teaching journal” where you document your successes and your weaknesses for the course, identifying any areas where you can improve and what worked well for you. As you teach a particular course more often, this journal can become a valuable resource for you to see how far you have come in your personal teaching journey. An interesting study about classrooms was conducted by Brophy and Rohrkemper in 1981 and they found that “many factors affect students’ behavior, teachers’ reluctance to recognize their own culpability diminishes the likelihood that they will make useful adjustments in their classroom practices.” (qtd in (Kindsvatter et al., 1996. p. 78). By keeping this journal for yourself, you can identify where you can make these adjustments for the betterment of your students.

Student accountability
Instructors report that one of the most frustrating experiences they can have in a classroom is when students come to class completely unprepared for the class session. The student(s) may not have completed the required homework assignments or read the materials in the book. At this point, many instructors say that in order to proceed with the course, they (the instructor) will cover the material that the students were supposed to have covered before coming to class. In essence, students are learning that they do not necessarily have to come to class prepared because the instructor will cover the important material for them. 

One common excuse for lack of preparation is that the instructor gives too much homework. Students do not understand that “homework completion is a worthy goal-achievement goes up when students spend more time on homework” (Cummings, 2000, p. 61). However, you want to ensure that the assignments you give students are both challenging and developmentally appropriate for that level of the course. It is important to remember that “providing both the appropriate quantity and quality of work is the teacher’s responsibility” (Cummings, 2000, p. 61). She further goes on to state (61) that “quality can be measured by relevancy and meaning.” So if you’ve taken the time to ensure that your assignments are both meaningful to the course and relevant to the material, you should be able to expect that students will complete the work assigned to them. 
Alternatively, students report that when they do come to class prepared, the instructor goes over all of the material anyway, to ensure that students have the proper understanding of the material. In this case, students are shown that their preparation is unnecessary and that the instructor has to go over the material to make sure the students have the “correct interpretation” of the material. A formative assessment technique would be appropriate in this case because the instructor can use this activity to check student understanding in a more subtle way and them move on if students demonstrate an adequate grasp of the material. 
Neither of the above scenarios fosters student responsibility or accountability. Why should the student spend their free time preparing for class when the instructor covers all of the material they were supposed to prepare, regardless of whether they report they completed it or not? Students learn very quickly which instructors enforce student responsibility and which instructors do not and, as is human nature, will take advantage of those who do not. 
Instructors need to tell their students that they must come to class prepared and then involve the students in various activities that allow them to prove their understanding of the materials or work through any problems they have. Students will often perform up to an instructor’s expectations but can also perform down to them. You should always set and maintain high expectations for accountability in class and then not lower those expectations if students fail to perform. If you are finding that students are regularly failing to come to class prepared, you have several strategies to deal with this problem including:

· Required reading journals, detailing their thoughts about the readings or other materials that are due when they walk in the door. You can give the students an activity to work on while you skim the journals to determine where the students are with their understanding of the materials before you begin the session. 
· Graded/ungraded or credit/no credit homework assignments. Not every assignment needs to receive a letter grade, but students should feel as if their assignments count for something. Most adult learners resent busy work, so collecting and reviewing assignments can actually help enforce accountability if they know someone will be reviewing them. This review person does not always have to be the instructor. Peer reviews can also be used very effectively in this situation.
· Quizzes at any time during the class. These quizzes shouldn’t be punitive actions; rather they are another method for obtaining formative assessment about the students and their grasp of the materials. Strive to make tests and quizzes “learning aids instead of simply the basis for grades” (Kindsvatter et al., 1996, p. 89).
· Minute papers to summarize the readings or lessons learned from the assignments. You can do a minute paper any time during the class. Some instructors also require a minute paper as an “entrance ticket” to the class, meaning that the student has to have a paper to enter class that day. You can use the three question method, with one question asking for information from the previous class and the other two ask questions about the reading or homework. 
All of the methods serve the dual purpose of giving the students a tangible reason to come to class prepared and can serve as formative assessments for you to help you determine if the class truly understands the material or not. If students are in need of assistance on a particular topic, you will be able to determine that by reviewing their journals or quiz results. You can then take steps to address the problem immediately so that you can confidently move to the next area. What often occurs instead is that instructors do not realize that students are having problems until the test, which can sometimes be a couple of weeks after the topic was introduced. The above method has the benefit of an almost immediate action (at the next class session) while the information is still fresh in the minds of the students. 
The key is to not do anything for students that they can do for themselves. Do not do the reading for the students or work through all of their homework assignments with them because this sends the exact opposite message than the one you want to send. If you want students to come to class ready to learn, then you should prepare your lessons assuming that is the case. Students will quickly learn that you will not spend your valuable class time doing things they were assigned outside of class and that there are consequences for that lack of preparation. The consequences are that they are less prepared to work on the activities and will not be able to contribute much to the group or discussion. For many instructors, this translates directly into participation points for the day, a concept that most students easily understand. You aren’t punishing them so much as you are dangling a carrot for them to work toward.
One of the most important things you can do for your students is to help them make connections between what they are learning and their future career or even other classes. Sometimes you need to make that connection for them in the beginning, while training them to do it for themselves as the quarter progresses. It’s not unreasonable for students to ask the “why” questions or for you to "provide students with a credible rationale for learning activities and convince students of the relevance of a topic” (Kindsvatter et al., 1996, p. 88). Many students have a difficult time understanding why they might need to know something so if you are able to help them understand how information in your course relates to something they will do professionally, you can reduce the friction that comes from the student perception that they are learning unnecessary information. “Students may not become involved in their learning if there is no perceived benefit or relevance to what they are learning” (Kelly, 2004). 
Classroom challenges

Instructors face many challenges in the classroom; some that are within the realm of their control as well as some that are not. One of the most important things you can remember is that you can’t solve every problem for every student. Some students have academic or affect issues that are well beyond the scope of things you can or want to deal with in a classroom. Below is a breakdown of some of the types of things you can expect to see in a Baker College classroom:
· Academic challenges

· Can be controlled or addressed by you

· Non-academic challenges

· Commonly referred to as affect issues

· Often beyond your control as an instructor

· Physical

· Can sometimes be addressed by the student and/or instructor
Academic challenges

Baker College students face the same academic challenges that you faced as an undergraduate. Some of these issues include:

· Fear of speaking in front of others

· Distaste for working in groups

· Failure to understand how to complete an assignment accurately

· Anxiety when taking quizzes or test or writing papers

· Missing assignment deadlines

· Feeling like they “have to get an A” to be successful
· Failing in a course or program

The responsibility for each of the above items belongs to the student. You can not make the student understand something they do not or make them turn assignments in on time. However, you can act as a coach or facilitator to offer assistance. One method of doing this is to require students who come to you with a problem also come prepared with a couple of potential solutions for the problem. This is a skill that will serve them well in the workplace and this presents a good opportunity for students to begin practicing that skill for the future. 
Problems related to the course content are almost always the easiest to identify and correct. If a student does not understand something about a particular concept and comes to talk with you about it, isn’t a problem to go over that material again or in a different way until the student understands. The main problem with this method it that it places the responsibility on the student to know what he/she does not know and to be confident enough to seek out the instructor for extra assistance. This may not always be the case, which is why the formative classroom assessment techniques (CATs) discussed earlier will help you diagnose and address this issue. 

Other ways that you can address some of these academic challenges are to have students paraphrase, in writing, their understanding of assignments, particularly large assignments, so that you can do a quick check of their understanding before they get too far along in the process. This helps you as well, since you can intervene at an earlier stage rather than later. Often students will insist that they know what the assignment is and what it entails only to be proven wrong when you correct the assignment, so this step can often save both you and the students some potential problems later in the course. 

Other students will come to you with problems that are not necessarily related to your course content but related to a type of assignment you selected. Many students have great fears of speaking in public or of taking tests. Other students do not like group work because they do not want to depend on others for their grade. Of course, you can’t eliminate those requirements for the students who are fearful, so you need to work with the student to come to a satisfactory resolution for everyone involved. Often just the act of listening to the student’s concerns and asking for their input can help the situation. If you’ve taken the time to build the positive classroom environment referred to earlier, students will generally be more comfortable in trying something new. When all else fails, you can remind them that you are preparing them for a workplace environment where they will need to be able to speak in front of others and work as a member of a team and that it is a course requirement. 
Perhaps one of the most common and frustrating of student complaints is when the student comes to you to complain about their grade and reminds you that they (the student) “pay your salary” or that they have paid for the class and they deserve a better grade than the one you have given them. While it is true that all institutions of higher learning depend on student tuition, it is ludicrous for a student to believe that just because they have paid tuition, they are automatically entitled to a grade different than the one they earned. Gerald Amada (1999) has a wonderful analogy about this phenomenon that you can modify for your students.  
“Most of us pay taxes, some of which are used to underwrite the salaries of the police officers who patrol our states’ highways. If we speed, drive recklessly or under the influence of alcohol, we are subject to citations, fines, or possibly even arrest. If we are pulled over by a police officer for speeding, it might be credible to debate the point of whether we were indeed exceeding the speed limit. However, if we instead argue that the police officer has no right to cite us because we pay his or her salary, we are asking for trouble. The policy officer is authorized to carry out the law and the act that we help to pay his or her salary does not abrogate that authority” (p. 67). 

You can remind students that their tuition money does not go directly towards paying your salary and that “students who pay tuition fees are ipso facto subsidizing a wide range of educational services. Among those services are the salaries of instructors. One of the official and essential duties of these instructors is to maintain a reasonable degree of order in the classroom, conducive to a good teaching and learning environment” (Amada, 1999, p. 68). From there, you can expand upon the logic to say that if you do not grade consistently and fairly, you are not performing the duties for which the students have paid.  
Non-academic challenges
In addition to the academic challenges our students face, many of them are challenged with non-academic issues as well. Non-academic issues are more difficult for an instructor to deal with because they are generally removed from the classroom environment where you have direct influence. Issues such as fear of returning to school after being out for an extended period of time or of not feeling up to the standards of other students are issues where you, as the instructor, have little control. You can be encouraging and helpful, but ultimately it is up to the student to make that leap on their own. Certainly the way you structure your classroom can help build esteem in students, allowing them to start with smaller successes and build up to larger ones. “Academic challenges and achievements in school are legitimate ways to enhance self-worth, self-confidence, and acceptance by one’s peers (i.e., self-esteem)” (Campbell, 1999, p. 13).

Childcare and conflicts with a full or part-time job can often interfere with school. Many Baker College students are employed while attending school and many have families as well. The average age of the Baker College student is 29, indicating that many of our students have been in the workforce, even if it is not in their chosen profession, and may have conflicts of this nature to contend with on a regular basis. While you do not need to make exceptions for these situations, you do need to be aware that they could occur during the quarter and have a plan in mind for how you intend to deal with them when they do occur.
There are many methods for dealing with these issues and the method you select will depend on your personality and comfort with discussing these issues in class. Many instructors spend some time the first day of class asking students what problems they anticipate occurring during the quarter and have students spend a short amount of time brainstorming some ways to deal with them so that they have some ideas in place if the problem were to occur. Other instructors are not comfortable with this method and prefer to let the student resolve issues by themselves.
Either method is fine as long as you remember that if a student comes to you with an issue you are uncomfortable dealing with; you can refer that student to the Academic Office or a counselor if your campus has one. You are not expected to resolve every problem a student faces and there are many times where a referral to an outside source is the appropriate method for handling the problem. What is important is that you take the time to listen to the problem and then help the student understand where they can go for assistance.

Physical challenges

Physical challenges can occasionally be both the easiest and most difficult type of challenge to overcome. Many of our classrooms have typical tables and chairs, which may be uncomfortable for students sitting for long period of time. Occasionally we aren’t able to regulate the temperature as well as we would like and Baker College policy prohibits eating and drinking in the classroom. Many of our students come to evening classes directly from work and have not had a chance to eat dinner or even mentally prepare for the upcoming class session. You have no control over these items, but you can do several things that will help your students deal with them in a constructive manner. 

Consider Maslow’s Hierarchy of Needs (Gwynne, 1997), pictured below, when attempting to deal with physical issues presented to you by the student. Students can not get to the social level where you need them for group activities until they have resolved issues on the first two levels. You can deal with these issues in a variety of ways, all designed to minimize the disruption on your classroom activities. 
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The first level is sometimes tricky as it is disruptive to have students wandering in and out of class, getting a drink or something to eat when you are attempting to conduct your lesson. Some instructors have solved this by beginning each class with an activity designed to stimulate thought on the previous session or activate thinking on the current session and tell their students that they need to complete the activity within a particular time frame, which will allow the student a few moments to get a drink or something to eat. Other instructors have resolved the problem of students sitting for long periods of time by making them move around when they do activities, either to a different table for group work or to the front or back of the room. This can help energize your students as well, as the simple act of moving often helps reinvigorate them.

The safety issue can be considered in several ways, but is most often seen as the act of creating the positive classroom environment, where students feel safe and are encouraged to ask questions and to share their thoughts. Creating this type of welcoming environment is sometimes difficult but worth the effort when the classroom discussions prove fruitful and engaging because students know that they are free to share their thoughts without judgment from others. 
The social aspect of any classroom is where both the instructor and the other students can have a positive or negative impact. Making the classroom safe for discussion is one aspect, but also making sure that people are comfortable working in groups, that they know what it means to be a productive group member or discussion participant can sometimes make a big difference in the quality of the activity or project your students produce. 

Building esteem is always a tricky subject in any classroom, and can be much more difficult in the diverse environment that Baker College classrooms often become. Instructors need to work to match the assignment with the class, ensuring that it has the proper amount of challenge to make it stimulating, but not too much challenge to make it overwhelming. Students “will develop appropriate self-esteem as they experience success in the school-related activities teachers provide for them” (Campbell, 1999, p. 13). Small successes can help jump-start larger successes, in school and elsewhere, so by appropriately increasing the difficulty of assignments after students have mastered a previous level, you can help students of all ages build their self-esteem, which can in turn help motivate them to take on future challenges

The last level, self-actualization, is really left up to the student. You can assist another in becoming self actualized by providing the proper environment, coaching, feedback, and enabling success, but this is the step students have to break through on their own. However, as instructors, “we want students to recognize that if they try, it will pay off. When effort leads to success, students begin to expect success on future projects” (Cummings, 2000, p. 73). This is the goal we as instructors strive toward. If students start to have the confidence that they can be successful, you will spend less time arguing with your students and more time working with them to be successful. Most students simply require that an instructor “help them feel confident that they will be able to cope sufficiently with the task and challenges of schooling” (Kindsvatter et al., 1996, p. 89). Sometimes a verbal or written compliment will do while other students may require a little more help in this area. As long as you maintain a positive attitude toward the student and demonstrate confidence in their abilities, you are meeting their needs in this regard.
Finally, a quick word about student breaks because this can have an impact on all levels of student functionality in a class. Students need breaks, particularly in longer classes. The typical adult can be expected to attend to an activity for 90 to 120 minutes without a break, but can not go too much longer than that without stepping away for a few moments. It is ironic that instructors complain frequently about students coming to class late or returning from break late when that same instructor will often teach right through the students’ scheduled break. If you expect the students to honor your time by being prompt in returning from breaks, then you need to honor their time by stopping class at the scheduled time, regardless of what you are doing at the time; you can always pick up after break where you stopped.

Common factors affecting learning

There are many factors that can affect a student’s learning in a course. It is important to realize which type of issue you are dealing with to be able to respond appropriately in the situation. Several examples of factors that affect learning are below:

· Instructional style and methods
· Personality conflicts
· Student understanding

· Attendance

Instructional style

Students are greatly affected by the manner in which their instructor chooses to teach. “Instructors who teach with a jubilant willingness to share in the exciting journey of learning are likely to have respectful allies rather than obdurate foes for students” (Amada, 1999, p. 52). Research has identified several learning styles and studies have shown that a mismatch can affect the student’s learning. The resolution for this is to present your materials and conduct your class to appeal to a variety of learning styles (auditory, visual, and kinesthetic). “A relationship between learning styles and teaching styles is a factor in the success of postsecondary students” (Sarasin, 1999, p. 2). The Learning Styles manual available from the Effective Teaching and Learning website can help explain these items more thoroughly.

“Students regularly identify some aspects of instruction that get in the way of learning” (“Annoying Classroom Behaviors”, 2004, p. 5).  Think about how you teach on a regular basis. Reflect, after each class session or quarter, about what went well and how you might change it for next time. We like to think that students do not learn because of student issues, but in reality, our behavior could have something to do with it as well. Consider your teaching as a skill that needs refinement to stay sharp, not as something that, once mastered, can never be improved upon again. 
Personality conflicts
Occasionally you will have a student that you just do not get along with for some reason. “Students, especially those 18-22 years old, respond to their teachers as people” (“Annoying Behavior”, 2004, p. 5). You, as an instructor, have to work even harder to reach that student as often they can sense the conflict that you do. Personality conflicts between students and instructors can make things uncomfortable for not only you and the student, but for the rest of the class as well. Sometimes students are even blatantly rude or disrespectful toward you. “More often than not, when a student is disrespectful, it is because the student feels disrespected by the teacher” (Benton, 2004, p. C1). Sometimes it is a case of miscommunication in terms of expectations or feedback, but “even the most progressive teachers are disrespectful in a thousand subtle and not-so-subtle ways” (Benton, 2004, p. C1), so in this case, it is generally a matter of reviewing your behavior and ensuring that it is appropriate. Sometimes a discussion with the student can help, but as long as you are behaving in a professional and respectful manner, there is little else you can do. 

Student understanding
Many things work together to increase or decrease student understanding. Again, you, as an instructor, do have some influence over the level of student understanding in your course. If you talk above your students’ heads or constantly use terminology with which they are unfamiliar, their understanding decreases. As student understanding goes down, disruptive behavior, in the form of talking with others, doing work for other courses, or lack of participation goes up. At that point you have to work twice as hard to bring the students back to where you want to focus.

Often instructors do not give students enough credit for the understanding about a subject that they do have. “What counts as intelligence depends almost entirely upon context” (Benton, 2004, p. C1).  It is possible that what worked for you in terms of an analogy several years ago is no longer relevant or helpful to explain the topic or concept you want them to understand. Again, this is another time where a periodic review of your materials and methods will help ensure that you are using the most up to date references and sources available.
Attendance

Attendance is a never-ending issue that you will face in all of your courses, regardless of where you teach. As mentioned previously, many Baker College students are working and have families in addition to attending classes, so attendance is invariably an issue at some point. How you choose to structure your class is up to you, but a Baker College policy is that you are not allowed to grade on attendance. You do set the attendance policy for your class and are responsible for publicizing it in your syllabus each quarter. 

Many instructors include participation points in their grading scheme and distribute those points each class session. Often these points are for in-class activities and can not be made up, so if a student is unable to attend, they will not be able to earn those points. Many students feel that this is a punishment and many have legitimate reasons for missing class. One of the most important things that you can do is to have a discussion with your students in the beginning of class to explain how you use participation and why it can or can not be made up if they miss class. When you help them to understand that this is not a randomly applied rule and that you are consistent with all of your students in this manner, you can reduce the number of arguments or challenges to your policy. 

Classroom control tips
Classroom control is a highly sensitive topic among instructors. What works for one person may or may not work for another person; what one instructor finds acceptable may be unacceptable to others. One of the main points of this document and this training is to let you know that you, as the instructor, have the ultimate determination about what is acceptable or unacceptable in your class. Baker College trusts that you will use good judgment when you make these decisions, but ultimately the responsibility for the class is yours. 
That being said, there are many ways for you to manage your classroom in an effective manner. Generally a proactive attitude is best, where you determine what you will and will not accept before you begin the class begins for the quarter. It seems to be less confusing, both for yourself and your students, if you have clear ideas about how you will handle common classroom situations. 
Setting expectations

One of the easiest things to do as instructors is set our expectations for student behavior and work. We expect a certain level of behavior from our college students and tend to react when students do not perform the way we think they should. However a crucial step is missing from that process and that is the part where you tell students what your expectations are. Do not be afraid to set high expectations for both yourself and your students, but do not keep them a secret either. Tell your students not only what you expect, but why you expect it and how they can meet and exceed those expectations. Reinforce your expectations when you give feedback to the students, either in assignments or in conversation. Communication is the key. 

A somewhat scarier prospect is to ask the students what to expect from you as an instructor. Sometimes students have unrealistic expectations or beliefs about how an instructor could or should act and by asking these questions and talking about expectations at the beginning of the course, you can correct any misperceptions about you or your role. Some instructors go so far as to have students make a list of expectations for both students and instructors and proceed with a discussion from there. You can take this process a step farther and draw up a learning or behavior contract that both you and your students agree to abide to during the course. Once expectations are out in the open, students will often begin to police themselves and each other, removing you from that role entirely. This helps foster that sense of student self-regulation; one of the goals of a positive learning environment. 
Accountability

Accountability is one of the most important traits you can teach your students and by holding them accountable as discussed earlier, you help prepare them for the professional world in a somewhat intangible way. This works both ways though and if you tell your students that you plan to hold them accountable for their work, then you need to remember that they can hold you accountable as well. This can be another good place to discuss student and instructor expectations and behaviors. You can tell students that you will plan to return work the following week, but that would mean that they will be accountable for turning it in on time so you can meet your deadline. The more you can reinforce the concept that you are all accountable to each other, the more your students will want to perform to your expectations. 
Consistency

Perhaps the most important trait you need to have as an instructor is consistency. You must make your policy and then be consistent about applying it throughout the entire course. “It would be a disaster if a teacher were seen by students as being unfair or showing partiality to some students over others” (Campbell, 1999, p. 48). After the course is over, if the policy did not work out the way you intended, you can change it, but during the course, you must be consistent above all else. If you begin the course with a no late homework policy, then you can not accept late homework from anyone, under any circumstances. “A violation of the rule in one case must be a violation of the rule in another case” (Campbell, 1999, p. 48).This can be a tough policy to enforce, particularly if a student experiences some kind of legitimate trauma during the quarter and you want to be flexible, but your policy prohibits it. If you find yourself wanting to change for just one student, you may want to reconsider the policy completely, as there will always be that one student who just does not fit the circumstances for which you designed the policy. 
Some things to be aware of in this arena include your policies on extra credit, making up participation points or class activities, and tests. You need to remember that if you “cut a deal” for one student, you’ve effectively just done the same for all of the other students in your class because they will talk to one another. Consistency is one of the most important habits you can acquire as an instructor because it will protect you from some of the highly subjective areas where it can be difficult to separate the person from the issue. “All students, both the academically strong and the academically weak must be treated in exactly the same manner” (Campbell, 1999, p. 48). If all late homework, regardless of reason, gets a 10% deduction per day that it is late, then you do not have to worry about being the one to judge if one student’s reason for turning their homework in late is better or more acceptable than another student’s. It removes you from the middle of that process and allows you to concentrate more fully on other aspects of the course. 
Student involvement

As noted earlier, student involvement in the course is imperative. If you want students to be involved in the classroom discussion and the work, it can often be helpful to also let them be involved in some of the decisions regarding that work. Students need to feel that the classroom is a “participatory democracy, but with the necessary limitations imposed by the school organization” (Kindsvatter et al., 1996, p. 89), or in this case, you. 

This can be accomplished in several ways, all with somewhat minimal effort on your part. Is it important that you choose the paper topic, or can the student make the selection? Does it matter to you if the paper is due in Week 8 or Week 9? Can students form their own groups for projects or will you do that? How should students behave in a group discussion? You can present your class with several alternatives and allow them to choose between them or you can allow the class to brainstorm for solutions before selecting one. 

Central to this process is the idea that you have the final say to veto a bad decision by the class (no tests for example) but giving the students some voice in how the class will be run can have multiple benefits for everyone. First, your students will feel that their opinion is valued and respected from the beginning of class, an idea that is sometimes difficult for students to grasp. Second, the group decision making process often leads to a shared experience that is difficult to replicate in other assignments or activities. The students, by virtue of their involvement in the decisions, will have some sort of automatic “buy-in” to the assignment or course that they may not have otherwise experienced. Lastly, the students can then begin holding one another accountable. For example, in a group discussion, if the group agreed that one person should speak at a time and a couple of students forget this rule, it is often another student who reminds them of the rule.  

Developing strong relationships

One of the keys to any healthy, positive classroom environment is the strong relationships that exist between the instructor and the students and between the students themselves. Develop an easy rapport between you and your students and your job becomes much easier. “Rapport can be thought of as the ability to interact effectively both in formal instruction and in informal interaction with the students” (Campbell, 1999, p. 58). You can do much of the groundwork by fostering a positive learning climate referred to earlier, but there are other ways to develop these good relationships between class members as well including: 
· Praise students whenever possible

· Establish trust within the classroom

· Handle discipline issues individually

· Use discipline sparingly to support classroom needs

· Manage and attend to the needs of all of the students in the class

· Reinforce positive behaviors

· Learn and use student names
Praise 

Praise works just as well for adults as it does for children, however the type of praise must be appropriate and targeted. Generally effusive praise tends to be ineffective and will often have a negative effect on students if they perceive that you are just saying something because you have to, not because you really mean it. “Generic self-esteem boosting is not valuable, nor is it the way to effectively develop self-esteem in students” (Campbell, 1999, p. 13). Praise should be given when appropriate and it should always be clearly focused on something that the student did that you want to bring out for the student or the class. It does not always have to be something the student did right, because often we learn more from our mistakes than if we did it correctly the first time. In some cases, making an effort or voicing an opinion, even an unpopular one, is cause for a positive comment from the instructor. “Teachers must build student self-esteem on the real success experiences [students] have in school” (Campbell, 1999, p. 13).
You can use several formats when grading and giving feedback to students, all designed to give positive comments whenever possible. Some instructors use the SWI (strength, weakness, area for improvement) model while others strive to temper their negative comments with something positive. Other instructors who use a peer review process will direct their students to find two positive things to say for every negative comment. It does not matter how you choose to provide the information to the students, but it is important that you balance the positive and the negative whenever possible. 
Occasionally silence can also have a negative effect on students, when just the opposite is true. If you give grades on an assignment and no feedback, you are not helping the student to improve. Almost every assignment has good points and points that can be improved. It is not as though you have to make lengthy comments on every single assignment, but consider doing so on significant assignments such as papers or tests where a positive comment or even a note for the student to consider helps that student to grow and improve. 
Another benefit of effective praise is to reinforce the behavior for the student, encouraging them to repeat that behavior. Positive attention is better than negative attention at all times. Even if students do not have the correct answer, praise the act of speaking up during a discussion while correcting the student in a positive way. You want to reinforce the discussion and student participation, even when the student does not know all of the answers. “If a student has a history of being reinforced properly for effort and performance on a wide range of school tasks, it is likely that he/she will develop general motivation” (Campbell, 1999, p. 24). You want to let the students know that it is acceptable not to know the answers because that is what the rest of the class can help do; determine the right answer, but that the key is to ask the question in the first place. Reinforcing the behaviors you want to see, either individually or for the class as a whole, can have a positive effect on everyone. 
Trust in the classroom

Another method for developing strong relationships with students lies in your ability to establish trust within the classroom. Several factors can contribute to this feeling of trust between you and the students and between the students themselves. If you establish a classroom culture that is respectful and courteous from the beginning, where all student ideas and opinions can be freely expressed, you can help students learn to direct their own learning. However learning is sometimes a scary undertaking for students. This is when the trust that you have built up can help you. Students need to know that you will be there for them when they have problems or issues, that you will not be judgmental of their confusion or lack of understanding, and that you will work with them to arrive at a solution instead of abandoning them to their own devices. 

Disruptions

One of the most important management tools in your toolbox is the ability to handle a classroom disruption or issue smoothly and without disruption to the entire class. You need to be able to separate the individual from the rest of the class and resolve the issue quickly, without letting it interfere with the learning of the other students. Occasionally you might need to use disciplinary methods such as removing the student from the room or contacting your dean or security, but those methods should be used only when you’ve exhausted your other resources for resolving the problem with the student individually. You can not let the other students suffer through a disruption that has the potential for a poor outcome or can even put other students in danger. 
Student names

One of the most obvious ways to develop strong relationships with your students is to learn their names as early in the quarter as you can and use them continually to help students recognize each other. One of the first concepts involved in forming a learning community is for people to know the other members of that learning community. By making an effort to learn the names of your students and using them regularly in class, your students begin to make those connections to you and to the other members of the class. When you call on students by name, “students often feel appreciated and encouraged by the individualized recognition” (Amada, 1999, p. 51) and you should have “at least moderate success in gaining their attention and cooperation” (Amada, 1999, p. 51).
Several methods exist for learning student names. One of the least well known is the fact that you can go to the SOLAR system and get a class list before your class begins and that this list can include student pictures, so you can study the pictures before you get to class on the first day or evening. You can also use icebreaker methods where the students introduce themselves or one another while you focus on learning their name. Whatever your method, it is important that you at least try to learn the names of most of your students. You expect them to remember yours and it is only fair that you make an effort to learn theirs. 

Motivating students

It is impossible to tell at the beginning of a class session or quarter what will motivate your students to learn. Students will be motivated by different things at different times and it will be impossible to target each person’s personal motivation every time. However, some general factors that can have an affect on student motivation include:

· Giving students choices when you can
· Personalizing the curriculum when possible

· Creating opportunities for student success

· Focusing on improvement, not just the end result

· Using varied methods to teach

· Expressing confidence in the abilities of the students

Often you have more control of these areas than you may have previously thought, although “developing student motivation is a difficult task for most teachers” (Campbell, 1999, p. 24). Students are motivated by a variety of things, some intrinsic and others are extrinsic. You generally can not have an effect on the internal motivation of anyone other than yourself. Some students are motivated by a desire to succeed, to be the first in their family to go or graduate from college, to achieve a better career. You can help this student by providing interesting, relevant assignments that help link their coursework with their future career. You can eliminate busy work from the course and ensure that students are spending time on things that count for their grade. 

Choice

Other students are differently motivated, and here you can exert a great deal of control. Some students are motivated by being able to make their own decisions in a course, so if it is possible, give students a choice of assignments or let them choose between one of two due dates for an assignment. By allowing the students some voice in the decision making process, you achieve a group decision that is shared and supported by most, if not all. The opposite is also true, that when students are denied choice, their motivation goes down and they are likely to engage in disruptive behavior. “Students who perceived the most constraints on their autonomy were the ones who showed the greatest decline in intrinsic motivation toward school and consequently the greatest amount of misbehavior” (Campbell, 1999, p. 36). 

So how do you go about giving students choices in their learning without turning control of the classroom over to them? Start small and work up to a level that you are comfortable with. Jack Campbell (1999) suggests that you should “attempt to be flexible enough to find a level of control that fosters positive growth without undermining intrinsic motivation to learn” (p. 36). Your goal is to encourage the student to learn and nourish their motivation while accomplishing your goals of ensuring that the students are learning the course outcomes at the same time. You can ask the students their opinions regarding assignments or topics and factor them into your course as appropriate. Do not ask, however, if you do not intend to include any of their suggestions. You do not have to include all of them, but if you do not use any, then you risk losing their trust that you value them as people as well as students. 
Remember that “change forced upon students is debilitating; change chosen by students is exhilarating. The exhilaration or inspiration produced by making a choice can sustain students through their tasks” (Cummings, 2000, p. 43). Use this power wisely to obtain student agreement and cooperation. When students make the smaller choices, you can focus your energy on more difficult items. 
Improvements

One of the most important things you can do as an instructor is to focus on how far the student has come since the beginning of the quarter, course, program, rather than focusing on the end result, or their grade. Students of all ages have an all-consuming focus on grades and many will tell you that they “have to get an A in this class” at the very beginning of the quarter. Some will feel that they are entitled to an A because they paid for the course. You will probably even get some that threaten to go over your head.
All of this focus on grades has led to the current epidemic at almost every institution of grade inflation. Instructors complain about it and say that they do not know what to do about it. One way to combat this problem is to remove the focus on the grade and focus instead on the learning. Have the students complete a minute paper or a pre-test when they enter class for the first time and do the same thing before they leave for the last time. Try to focus on how far the student has come during the course, not on the final grade they will receive. 
Another method for combating this focus on grades is to clearly define what work is expected for each grade. Remember, an A should be given only for truly excellent work, for something that goes above and beyond the average assignment. Many of our students believe that they should receive an A for meeting the minimum requirements of the class. If a student meets the minimum requirements laid out in the syllabus, their grade should be an average one. Students do not earn As by completing the minimum required of them. Students have a very difficult time accepting this, particularly if they do not hear about your grading policies or philosophy until late in the quarter. You may want to take some time early in the class to discuss what kind of work you require for an A, B, C, etc. Define these clearly for your students and let them know that your focus will not be on the grade, but on their learning in the course. 
When things go wrong

Much of this training and document has been geared towards preventing classroom disruptions through planning and good facilitation. There are, however, instances when all of the planning and facilitation skills in the world can not prevent a problem, so managing that problem to the best of your ability becomes your next focus. “The objective is to manage the consequences of a student’s behavior to bring about a more appropriate behavioral repertoire” (Campbell, 1999, p. 100).
There is a process you may want to take your students through when they are disruptive or having problems. This should be done in private, with plenty of time for you and the student to discuss each item listed below.

1. Give the student the opportunity to identify the issue or problem. Sometimes, students truly may not know that their behavior was inappropriate or disruptive, and this then becomes a teachable moment for you to help them understand why you have a problem with their behavior.

2. Work through some of the other choices he/she could have made in that instance. It is important that the student has a voice in this process and identifies some of the other potential options. Discuss pros and cons of each choice so the student has a good idea of the many different ways they have of dealing with a problem.

3. Help the student understand the consequence for inappropriate or disruptive behavior. For the first instance, unless it is truly heinous, a warning or discussion like the one you are having may work. However, the student needs to know that there will be escalating consequences for subsequent problems.

4. Link the consequence to the behavior and the desired change in the behavior. For instance, if the student is not completing homework because he/she does not understand the material, perhaps a discussion about obtaining a tutor or a trip to the learning center may help. Perhaps the consequence could be that the student will not be able to take the test until the homework is completed and failure to take the test could result in failing the class. The important point is that you link the behavior to a logical consequence, so that the student has a clear understanding of the decision they are about to make. 
The most important part of this process is that it is collaborative rather than dictatorial. As you and the student work through the problem together, you obtain the student’s implicit agreement to attempt to correct the problem. You also model appropriate problem-solving skills and classroom behavior. By working through this in private, you demonstrate your respect for the student as an adult as well as a college student. 

Suggestions for dealing with problem students
It is possible that despite your best efforts, some students will continue to have behavior issues in your class. Again, you are solely responsible for handling behavior issues in your class and your decision about how to handle it is entirely up to you. However, it is normally suggested that you begin dealing with behavior issues with smaller interventions and work up to more drastic resolutions such as removing the student from class entirely. Your dean is always available to help you work through your options, so please do not hesitate to contact the support system you already have in place. 

Below is a list of smaller interventions you may want to implement. This list is by no means exhaustive or exclusive of techniques for addressing disruptive behavior, but it will give you a place to begin. Some instructors keep a record of how the student reacted to these interventions, which might be helpful when speaking with the dean about the situation. 

· Use proximity control if possible. “Teach on your feet, not on your seat” (Ito, 2002). Often if you place yourself next to the student, minor issues such as talking while others are talking or doing work unrelated to the class will disappear. 
· Consider the use of a learning contract to hold students accountable for coursework or their behavior. A learning contract spells out exactly what is expected from the student, with deadlines if possible. You can give contracts to the entire class, along with one for yourself as part of the expectations exercise referred to on page 27. See the Learning Contracts website http://www.dmu.ac.uk/~jamesa/teaching/learning_contracts.htm for more information. 
· Move the class to another activity to refocus attention on the material and not the disruption. If students are not paying attention during the class discussion, then move to another learning activity such as a minute paper or another type of written assignment to help them focus on the material at hand. 

· Pair or group students in threes for small group activities. Ensure that there is some tangible outcome from the activity that they will need to present at the end of the session.

· Use lighthearted humor, if appropriate, to get the class back on track. ”Instructors who intersperse their lectures with clever witticisms and humorous allusions tend to raise the interest of students, reduce the potential for an adversarial classroom environment, and promote a good working alliance between themselves and their students” (Amada, 1999, p. 50). Sometimes the use of humor can prevent problems before they begin. Students sometimes need to hear that learning does not have to be such a serious undertaking all of the time. “Encourage your students to develop a group identity by letting them have fun together. Their attention will be diverted from the heavy task of “learning” and they will focus on enjoying themselves while supporting each other. They will associate the curriculum with the fun and quickly become committed to paying attention” (Abbott and Lewis, 2004). A little laughter in the classroom promotes positive energy that students need throughout the day. “Humor has many attributes that facilitate both learning and receptiveness to authority” (Amada, 1999, p. 50). 
Things to avoid when dealing with problem students
Just as there are ideas you definitely want to do when you have a student with a behavior issue, there are also things that you definitely do not want to do as well. Below is a partial list of these behaviors you will want to avoid.

· Ignore the problem and hope it will go away. Behavior issues, particularly in a college setting, rarely go away. Not addressing the problem rarely has the effect of eliminating it; rather, it has almost the opposite effect of empowering the student to be disruptive. Not taking action could also encourage other students to be disruptive as well. Addressing the issue immediately, in a private conversation with the offending student will be much more effective for both that student and for the class as a whole.
· Punish the entire class for the infraction of a single student or small group. A pop quiz is not an appropriate disciplinary method for one or two students who did not prepare for the class session. This punishes the students who did take the time to prepare as well as reduce their trust in you to be fair in your dealings with all students. Follow through with the logical consequences for the students who are unprepared, that is, they are unable to participate effectively in the session’s activities and lose participation points. 

· Act inconsistently. Despite what we think, students do talk to one another. If you’ve ever found yourself saying “I’ll do this for you but do not tell anyone,” it is a sure sign that you are about to act in a manner that is inconsistent with what you’ve previously stated. Remember what you do for one student you must make available to all students, so be wary of deviating from your standards.

· Over-explain or debate your decision. It is perfectly acceptable to listen to a student’s point of view, consider it, and reach a different decision. As long as you share with that student your rationale for the decision, that should be the end of the discussion. Continuing to discuss the issue when you have already made a decision could make the student feel as if the decision is open for debate if they just talk long enough. Stating the decision, listening to any final comments the student may have and then ending the conversation will reduce the likelihood that you will change your mind. If changing your mind is warranted, by all means do so, but do not give the student the impression that he/she talked you into it or you are setting yourself up for a quarter’s worth of arguments.

· Have vague rules or consequences. Be open and honest about your policies. If there is a 10% penalty for late homework, apply it consistently and without apology. Do not, however, state that there is a penalty without being able to tell your students exactly what that penalty is. Do not say that they will lose points if things aren’t done or they will be sorry if they do not complete their homework. Instead, tie it to a logical consequence and reinforce the positive behavior that results. 

One of the most important concepts in dealing with student misbehavior is the idea of a proportional response. You want to discipline students in a way that is “fair, humane, and proportionate” (Amada, 1999, p. 24). Do not go overboard with your discipline, but do not under-discipline either. It can sometimes be a difficult task to determine how much of a penalty to impose, but you always have the option to speak with your dean or Chief Academic Officer (CAO) if you have questions. 
Conclusion

As stated in the beginning of this document, classroom management is a difficult topic to nail down. Baker College has placed an enormous amount of faith and trust in your ability to resolve difficult situations and to deal effectively with students. We support your decisions and your ability to make those decisions and stand ready to support you whenever and wherever we can. We ask that you use your best judgment and that you be fair and reasonable in your dealings with students. Remember too that the best defense against student complaints and disruptions is to keep students so actively involved and engaged. 
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Appendix A: Dealing with difficult students

Presentation expert David Peoples has observed “that out of every 100 people, there’s at least one nut.” Peoples has the following tips for dealing with troublemakers in class:

	Type of Troublemaker
	Distinguishing Characteristic
	Solution

	Hostile Troublemaker (Devil’s Advocate)
	Interrupts with “I do not agree.” “It will never work.”
	· Answer question with question: ‘What should be done instead?’

· Deferral: ‘Let’s talk about this later one-on-one.’

	Know-it-all Troublemaker
	Say things like “I have a PhD and twenty years experience…”
	· Meet with them individually to recognize their expertise and seek their buy-in

· State both sides and explain why your position is better

	Loudmouth Troublemaker
	Talks too much, dominates, and won’t shut up
	· Move physically closer and closer

· Say: ‘I appreciate your comments, but we would like to hear from others.’

· Say: ‘That’s a good question, but in the short time we have I would like to stick to the subject of…”

	Interrupter and Interpreter
	Interrupts others and/or explains what others have said or asked
	· Jump in to make sure first person is done and/or ask first person to confirm second person’s interpretation

	Gossip Troublemakers
	Introduces gossip and rumors into discussion
	· If it cannot be verified, ‘Let’s not take the time of the audience until we can verify the accuracy of that information.’

	Whisperer 
	Whispering between two people
	· Stop talking; establish silence.

	Silent Troubleshooter
	Reading newspaper, not participating
	· Use a directed question 

	Latecomer Troublemaker
	Arrives late
	· Stop talking and establish silence when they come in

	Early Leaver Troublemaker
	Leaves early
	· Schedule quiz for end of class

· Handout graded assignments or other materials at the end.


Activity 1: What is Classroom Management?

What does classroom management mean to you?

Shared definition of classroom management:

Other definitions you hear that appeal to you:

Activity 2: Muddiest Point

Answer the following questions:

What still confuses you about classroom management?

What do you plan to implement in your class as a result of this session?
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