Mrs. Howell

2009-2010

DIGITAL COMMUNICATION TOOLS CLASSROOM RULES

1.
Keep the desk clear of unneeded books, papers, purses, etc. at all times. Place these items on the floor NO BOOKBAGS ARE ALLOWED IN CLASSROOM. 

2.
These rooms have expensive equipment which is still in good shape, therefore, NO POP or CANDY or GUM or any food is allowed in the room.

3.
All work must be handed in on time. Therefore, you need to be here in class. Should you have a computer at home and wish to make up work, you will have to print this work at home as no disks may be brought from home and used on your school computer (viruses, etc).  Also, work will not be accepted any longer than 1 week after it is due if you have an excused absence.  Possible makeup time might be during your study hall/activity period if there is available space in my classes. Occasionally, I will stay until 4:00, but you must have your own transportation home.  You will have to make arrangements with me ahead of time.
4.  
You will be using a textbook that will stay with your assigned station. It will not leave the classroom.  As this class incorporates several new pieces of technology, you will also need to get the OneNote or Dragon Naturally Speaking booklet from the back bookcase when working on those assignments. A flash drive is required for saving documents. This will be returned to you at the end of the semester to take to your Computer Application teacher second semester. DO NOT BUY A CRUIZER.
5.
You will receive several handouts about the word processing package and functions that are not in the book. You will need this information all year.  I will supply a folder for you to keep this information in and you can get these folders in a filing cabinet at the front of the room before you go to your seat each day.  These folders shall remain in the room so you will return them to filing cabinet at the end of class.  You can also store your tests, daily work graded, pens/pencils for tests in these folders.  

6.
Desktop computers should be given special care when we do computer assignments.  We need to keep this equipment in good condition, so we must have your cooperation and respect.  You will be responsible for any damage done to your station.  (Desk, microcomputer, mouse, etc.)  Your station will be checked after each period to see if the above rules are observed.  YOU MAY NOT EXPERIMENT WITH ANY OF THE MEMORY OR OTHER OPTIONS AVAILABLE TO DISABLE THE MACHINE.  YOU WILL FACE DISCIPLINARY REFERRAL ACTION. Also, you are never to be in your own home personal email or myspace.com or other questionable websites—absolutely forbidden.
7.
Disk copying is NOT allowed.  You will receive a zero on your work (whether you copied or allowed your work to be copied) and your parents will be called.  The second time you are caught you will receive an “F” for the six weeks.

8. 
ELECTRONIC DEVICES.  Cellular phones, pagers, CD players or IPODS, and similar devices are prohibited in the classroom.
9.  
REMAIN IN YOUR SEATS UNTIL THE BELL RINGS AT THE END OF THE PERIOD.  Also, push your seats (chairs) in at the end of the hour.

10.
STUDENT CONDUCT IN CLASS.  Any acts of classroom disruption that go  



beyond the normal rights of students to question and discuss with


instructors the educational process relative to subject will not be 



tolerated.  Please raise hand to be recognized.



a.  No talking during test/quizzes, a zero will result.



b.  Do not be tardy—(4) tardies = Referral 1 (See handbook)



c.  Students may not work together on graded assignments—cheating.



d.  Some assistance may be given to neighbor when learning



    computer instructions but not completing daily work.



e.  Only two (2) passes to restroom OR locker is given per 6 weeks and 

               you must use your student handbook for these passes.

ALL OTHER MISBEHAVIOR (FIGHTING, INSUBORDINATION, DISRESPECT, DEFACING PROPERTY, ETC)YOU WILL BE AUTOMATICALLY SENT TO THE DEAN'S OFFICE.

GRADING SCALE
90-100=A   80-89=B    70-79=C    60-69=D
You may earn extra credit of 10 points by bringing 1 box of Kleenex per 6 weeks.

