¡Hola!  
Saludos de Bobby Oliver, jubilado de Grafton High School, York County School Division, Yorktown, Virginia.  [ slimstar@hotmail.com ]
A System of “Paperwork” and Seating for ensuring the Use of Spanish in the Classroom as well as awarding grades for Class Participation and Home Work (CP&HW).
1. Please open and print all 4 documents while you read and labor through my “Introduction.”
1. This doc entitled: “Class.Part.Span.Only.Introduction.”   (Hey, you’ve done this, already!)
2. Doc: “PARTICIP.ESPAN.”
3. Doc: “PARTICIP.Bi.Lingual.”
4. Doc: “15 Min Intervention.” (revised)
2. I suggest that you place or seat the students in your classes into groups of two or pairs. Have them sit side-by-side.   If you have a student “left-over,” put him/her into a group of three.  Every four weeks, or every month, place your students with a different partner; that is to say, change your monthly seating chart.  This gives you more subtle control over your students as well as subtlely reinforces your authority and leadership over your students and your class.  Students also look forward to changing seats and partners.  (They don’t realize that they are being controlled.) 

3. During the first week of school,  I usually seat my students alphabetically using the electronic gradebook program my school division provides.  The program has a seating chart module attached to it that keeps me from retyping names for a seating chart.   I tell the program to seat the students from back to front, left to right in my classroom facing me and the front of the room.  I have the desks in the room arranged in groups of two, side by side, in “quads.”   Each number represents a student.  If your classes are larger than 32, add more seating quads.  Numbers 1,2,7,8 form a quad.  Numbers 15,19,16,20 form a quad.
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Front of Room
Students 1-12 are facing the right side of the room.  Notice arrows (.
Students 21-32 are facing the left side of the room.  Notice arrows (.
Students 13-20 are facing the front of the room.  Notice arrows  ↓ .
Students 1-2 are seated side by side.  Students 7-8 are seated sit by side in front of students 1-2.  There is space between students 1 and 7 for 7’s chair.  1-2 are a pair for the month; 7-8 are a pair for the month.  21-22 are a pair for the month.  

13-17 are a pair for the month.  They are seated behind 14-18.  There is space behind 13-17 and 14-18 to allow for their classroom chairs.  
There is a comfortable walkway space between students 2 & 3; and 8 & 9.  It is more difficult trying walk behind or in front of students 14 and 18, but it can be done.

Students can easily see one another and watch each other for verbal/body language cues.  Also, Students 1-2 can practice together.  Then you can tell the class to practice with their partner before or behind them; i.e.:  Student 7 turns around to work with partner 1; Student 8 turns around to work with partner 2.   Student 14 turns around to work with partner 13.
You can also tell partners 1 and 2 to switch seats; then 1 can work with 8, face to face; and 2 can work with 7.  It’s better to have them move than to talk over one another.

Let’s say you have a class of 24 students.  Don’t use 1,2,7,8; or 21,22,27,28.  You can also remove/delete these seats from your gradebook/seating chart program and the computer will leave those seats vacant.

Let’s say you have a class of 30 students.  Don’t use seats 13 and 17.  In the center section of the classroom, you have a section of 6 students (14,15,16; 18,19,20).  Of course, for the first grouping, 14-18, 15-19, and 16-20 will work in side by side pairs.  For a second grouping of these same six students, have the students switch and practice to 14-15, 19-20.  Student 16 walks to the back of the classroom and takes vacant seat 17 to work with student 18.  For a third grouping of these students, have them work as 15-16, 18-19 and 20 goes to the back of the room and works with student 14 who has turned around.
Let’s say you have a class of 27 students.  Make this a group of three and try to seat them in the center section of the classroom.  They will work in a group of  three. If you get a new student, add them to this triplet and you have a quad.  
With 29, place the first 24 students in positions 1-12 and 21-32.   Now you have 5 student left.  Use 14-18 and 16-20 as pairs.   Sit the extra person in 15 and give him/her the choice of working with either 14-18 or 16-20….. or alternate.

If you have students who leave your class before class dismissal, pair them in such a way that the remaining students are not left alone.

In order to avoid having 2 students in the center, change it to a triplet or a group of six (sextet).  
This breaks the monotony of working with the same partner for a month and allows the students some movement and change.

This configuration keeps all students off  the walls or from erecting barriers between you and them.  You can easily walk throughout the classroom to monitor.  Each corner affords you a great view of their faces and whether they are on task or not.  
Walking through the seating arrangement as well as around the perimeter of the arrangement, you have face to face contact with all of your students.  For example, standing in the front left corner allows you to observe students 13 through 32.  You can maintain ever-so-important eye contact.  This seating arrangement reinforces the importance of students listening, speaking and reading to each other.  They also learn to work with different voices and individuals.
Hmm?  How do you keep the desks, chairs and students in this organized, rigid pattern?  

Most American school rooms have floors that are comprised of 12x12 floor tiles.  Arrange your desks in some sort of grid pattern as I have done earlier in this article using numbers and arrows.  Once I had my desks arranged, I cut squares/rectangles of silver duct tape—perhaps 2x2 or so—and placed them on the floor where the front desk legs should go on the floor tile grid pattern.  
I taught the kids this phrase, “Pongan las mesas en orden con la cinta en el suelo, por favor.”  That helps with housekeeping, teaches them responsibility and keeps you from cleaning up after them.  
And for those students who want to get up early, stand at the door, rush pass you, and out the door before the dismissal bells rings, I taught, “Los que están de pie, serán los últimos en salir.”
Now, back to printing seating charts……
Tell your gradebook/seating chart program to print you a seating chart [horizontal or landscape orientation] using this classroom desk formation.  
Also, I let my students pick out Spanish names for the year.  There is a field in the gradebook program that allows me to enter their “Spanish” name (or French or Latin name when I teach those classes) and it appears on their seating chart.
As I mentioned earlier, I seat my students alphabetically for the first week of school.  I show them the class seating chart.   I tell them that I will change the chart every month starting the second week of school.  I tell them to look around the room, NOW, and let me know, NOW, if there is anyone in the room that they absolutely CANNOT work with sitting side by side in Spanish class, NOW.  [Basically, who do they “hate” or strongly dislike or “can’t stand” in the room.]  Then I ask them to discretly pass me a note at the end of class telling me who they are and with whom they cannot work.  
Unfortunately, neither I nor the computer program remembers from month to month who sat with whom.  Usually, at the third or fourth month of school, I ask the students to write me a note if I repeat seating partners.  [“Señor, you’ve already placed me and María together two times.  We get along well but look forward to having different partners. Gracias.]   I keep all of these notes tucked away in my seating chart folders.  (These are report cover folders that I bought at an office supply or discount store.  I have one for each class I teach.  I even have them color coded by section.  The kids enjoy saying to me when I pick up the wrong chart or set of cards:  “No, No, señor.  Hola.  Somos el azul.”)
I also suggest that you purchase 3x5 color index cards.  Use a different color for each class.  [Why you could even color coordinate the index card with the color of your class seating chart report folder!]  On each card write the Spanish name and last name of each student.  When you want to group your students differently, shuffled the color coded deck of cards and deal out partners.  I use this technique 1 or 2 times in succession, then have the students return to their original monthly partners for a final 2nd or 3rd practice.  When the activity is finished, they are already back at their original, assigned seats.
4. The Weekly Class Participation and Home Work form.  
Please refer to documents: “PARTICIP.ESPAN.”  and  “PARTICIP.Bi.Lingual.”

These are “tear and share” forms.  You will use the bi-lingual form with lower level students.  Once they are more fluent—as with advanced groups--you can switch them to the Spanish only form.  I suggest that you make an overhead or similar transparency for explaining this form/s to your students while they are completing their written copies at their desks.  


Run off copies of these two forms.  (I color code them on different color paper.)  Pass one sheet out to each pair in your classroom.  One student will fold the paper in half and tear it so that he/she has one half and the other student has the other half.  [For a class of 30, you only pass out 15 sheets of paper as there are 2 forms per sheet.] The first week or two, you will have to use the transparency to guide them in filling out this “papeleo muy importante.”


At the beginning or first day of your instructional week (usually a Monday or a Tuesday if you are on alternating block schedule),  you have the students write in their first name in Spanish and last name; write in the dates that the class is meeting for that week (usually 2 or 3 dates if you are on alternating block schedule) and the month.   Next have them fill in their goal or meta for the week.   At first you will ask them to help you brainstorm possible metas….i.e. “Avoid English,”  “Volunteer or raise my hand 10 times per class,”  “Have all of my tarea done before class,”  “Make sentences with the new vocab,”  “Don’t be tardy,”  “Avoid getting ‘Interventions’ with señor,”  “Get to know my new partner,”  etc….

Then, jump down to section II.  Tell them to write in their partner’s name in Spanish on the line provided.  AND…..  That’s all for the beginning of the week.

At the end of the instructional week (either Thursday or Friday if you are on alternating block schedule) allow 5-6 minutes, at first, for completing this form.  After they are used to it, allow only 3 minutes to complete the form.   
At this time, tell them “saquen las participaciones; saquen las formas de participacion.”  Lead them through  section I, II, III and IV.  They are to reflect upon their week and circle the corresponding letter grade.  (Please alter this document if your system uses “E” instead of “F.”  Please edit any of my forms to your specification.  Please share these ideas.)
In section II they are to write a strength or commendation regarding their pairwork ethic.  Then they are to think of a way that they can improve their performance on the “recomendaciones” prompt.   
Now they look back sections I, II, III and IV to average their circled 4 letter grades.  They write this letter grade at the bottom on the paper in the blank above “LETRA,” and figure out the corresponding numerical grade and write it in the blank above “CIFRA.”

Finally,  they go back to the top of the form where it says, “Mis Metas para esta semana.”  Here they reflect and self-evaluate, then they go to the bottom of the form where it says,  “El Viernes, la evaluación de mis metas.”  (In many instances, the end of the week occurs on el jueves.)  There they evaluate and write the progress made or not made on their goal.  
[Sometimes, a student will choose as a goal, “Make an ‘A’ on my quiz,” but there were no quizzes that week.  The student does not downgrade himself… he merely writes, “We did not have any quizzes this week.”    Or if she were to write, “Really work well with my partner this week.”  It turns out that her partner was absent all week.   She could write, “My partner was absent but I worked with José and Bernardo.”]
If the student would like to write you a note, ask a written question, or even draw you a picture; explain what “Pon un cheque aquí si tienes……” means.  

Nota Bene:  From time to time, you might have to “encourage” a student to set a higher, more challenging goal beyond, “Bring my book to class, everyday.”  “Arrive on time.”    Then you can “pon un cheque en la caja” and write to the student on the back of his/her form.

Also! Sometimes during the school year due to vacations or testing, we might only see a class once.  For example: once, one week; then three or two times the next week.  It doesn’t make sense to fill out one of the CP&HW forms for only one day….   Move that day into the next week’s form.  On the one day that you meet, explain to the class that they will carry over that one class meeting into the next week.

5. Paperwork/Papeleo.  This is all fine and good, but where is the accountability for all of this? Where are the teeth and bite marks or smiley faces???   Here is my system.  Please modify to fit your needs.

Earlier, I told you that I had a gradebook/seating chart program generated seating chart for each class.  I change charts once a month.  When I make up a seating chart, I usually make 5-6 copies of it for that month.  One chart for each week during that month.
At the top of the chart I write the dates of the instructional week:  7-9-11 sept or 8-10 oct.

Everyone in the class and on the chart starts out with a 100/A for the week.  

Each time a student speaks English w/o permission, I write “ing” for “inglés” in the box where his/her name is.  [-5 for each use of English]

Each time a student is “off-task,” i.e. doing some other subject like math, coloring or reading a magazine, I write “off” in the box where his/her name is.  [-5 for each off]

Each time a student forgets or does not have his/her tarea for class, I write an X in the box.  [-10 for each missing tarea]

Each time a student does half-way or poorly prepared tarea, I write a “?” in the box for questionable tarea.   [-5 for each questionable tarea]

Each time a student is sleeping, I wake the student up and I write “sleep” or “dor” in the his/her box. [-5 for each time I have to wake him/her up.]

If a student is misbehaving beyond a -5 demerit, I ask the student to step out into the hall for a hall chat.  If the hall chat were due to negative behavior, it’s -10 for the negative hall chat. Sometimes a student is upset or worried; you chat in the hall; it’s not a “negative” thing.  Perhaps a grandparent is undergoing surgery, a romantic breakup…. etc…. no points are deducted.

It is during the second week of school that I pass out the weekly CP&HW “share and tear”  form.  I explain my system to the students.  We simulate scenarios.  For example, Humberto didn’t do his tarea once and talked English twice and got caught doing his math.  What would his weekly CP&HW grade be?  [Answer: -10 -5 -5 -5 = -25 =75/C- and I would write “warning” on his weekly CP&HW sheet.  He’s now on my radar.  I’ll be watching for him, next week in class.  I trust and hope that he is a new man for a new week.  He knows that, too.]
At this point, I bring out a copy of  the “15 Minute Intervention” form.  I print these on pink paper.  No one likes to get a “pink slip,” right?  If Herberto gets another 75/C- or dips below a 75/C-, Señor Oliver—who deeply cares about all of  his students—might need to intervene or make an intervention on behalf of Humberto.  
If Humberto gets an Intervención, he can pull his 15 minutes either before or after school.   Señor Oliver gives, at least, a 48 hour notice concerning Intervenciones.  For example, Señor returns your weekly CP&HW form from last week to you on Monday and you have an intervención, you are scheduled to serve intervención on Wednesday.  (See form.)  Señor Oliver has already filled out pertinent information on the top and bottom copies of the pink form ahead of time such as student name, dates from that week, e.g: 7-9-11 Sept, checks box and writes down the number of times student didn’t have tarea, talked en inglés, passing notes, etc.  
I do not write down the date yet for the student to attend as sometimes the student is absent or student has a doctor’s appointment; so, the student and I pick out the date for him/her to come for the Intervención.  See how we work together?   Humberto gets the top copy that he signs;  I get the bottom copy that he signs and I clip it into my gradebook.  It’s a reminder for me that he has an intervention.  If he “forgets” to bring back his signed copy, I still have his signature on my copy and a record that I contacted his parent in writing.
This pink 15-Minue Intervention sheet is another “Tear and Share,” form.  [Although there might be “tears” (lágrimas) when Señor “shares” (compartir) the form.]  
Humberto comes to his assigned intervention.  There he fills out a discipline improvement plan stating what he did, what rule he broke, why it is a problem, his steps to improve his behavior and is notified that-- if such misbehavior should continue—he might be referred to his assistant principal in charge of his behavior and discipline.  
Señor Oliver takes the student’s returned copy of the pink form, staples it to the student’s discipline plan, and places this paperwork in Señor Oliver’s black discipline folder.  If 2…3…4….  Interventions and discipline improvement forms do not help Humberto improve in class, Señor Oliver attaches these interventions with student, parent and teacher signatures along with his discipline improvement plans to an “Infraction” or “Disciplinary Referral” to Humberto’s administrator.   Administrators like my parental contact, student enpowerment plans, goal setting, and the documentation I provide to them (siempre hay papeleo, ¿no?).
At the end of the instructional week during the last 3 minutes of class, I ask the students to fill out their “participaciones” and place them on my overhead projector before they leave class after the dismissal bell rings.  I pick up the forms and put them in order face up.  I look at the student’s form and glance down at my weekly Class Participation & Homework seating chart for that week.  If I see no negative marks, I put a check at the bottom of the student’s form…..sometimes write a note to the student; then, I write that student’s weekly CP&HW grade in my gradebook.   Then I turn his/her form face down and I glance at it to see if I missed a note or drawing by accident before I move on to the next student CP&HW form.  

Each week is a new, fresh start.  I pull out a new, fresh, clean CP&HW seating chart for the new week just beginning.  I return the last week’s forms to the students, handle any interventions, then pass out the new CP&HW forms for the new week.   
CP&HW comprises 20% of  the quarter or of a 9 weeks grade for my Spanish and French 1-4 classes.   Oral tests are 20%.  Tests are 30% and Quizzes are 30%.   For AP and Latin classes, I use a different spread of percentages.
In conclusion, to promote use of Spanish (or French) in a FL classroom, have a system that’s easily understood by the students, easy to implement and provides for accountability.  ¡Buena suerte! 
