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Student Handbook

James R. Brooks

Carver High School

3100 Eighth Street

Columbus, GA. 31903

Phone 706-649-0689

E-mail jbrookshs15@yahoo.com
Website: www.schoolnotes.com/31906/jrbrooks.html
Carver High School

August 4, 2005
Dear Sir or Madam: 
I would like to take this opportunity to welcome you and your child to the Metals Technology Program at Carver High School.  The metals program will challenge your child as well as provide him or her with a solid foundation of skills to enter the work force upon completion of High School.

A little bit about me.  I attended a vocational training program for machining in Pennsylvania.  After graduation from high school I worked for three years as a machinist in a production job shop earning my journeyman’s papers.  I joined the Army and spent the next twenty years as an engineer before retiring in 2001.  In April of 2001 I started work as a Para-professional in the metals program where I worked until the summer of 2003.  In August of 2003 I was hired to teach the metals program here at Carver High School.  

I am taking this opportunity to contact you to ensure that you understand everything that your child will undertake as a student in the metals program.  I am available everyday for a parent conference.  I ask only that you call the guidance department to set up an appointment.  Please feel free to contact me on any matter that you feel may need my attention.  My planning period is from 1:00 to 2:45 every day so any calls I return will be returned during this time.  You may also e-mail at the above e-mail address but I usually do not check the e-mail until late at night.  I am sending you forms with this letter that I need for you to sign and send back with your child.  It is vital that your child returns these forms so that he or she may participate in work in the shop.  There is also a website for parents and students to visit for information.  The website contains the information on assignments scheduled for each class.  Again, welcome to Carver High School and especially the Metals Technology program.

Sincerely, 
James R. Brooks

Metals Teacher

“Nothing is never within your grasp if you only try”

Introduction to Metals

Instructor:

J. Brooks

Credit Hours

1 per Course

Prerequisites

Fundamentals of Construction

Course Description: Designed to acquaint the student with the three major technical occupations (welding, sheet metal, and machining)

Course Objectives:

· Demonstrate and understand the basics of Oxyfuel safety and cutting
· Demonstrate and understand Shielded Metal Arc Welding (SMAW) safety, equipment and set-up
· Demonstrate and understand the basics of sheet metal, tools of the trade, principles of layout, sheet metal processes
· Demonstrate and understand the machining trade to include safety, stages of progress in machining, history, characteristics and responsibilities of personnel in the trade
· Demonstrate and understand the how to read work with and draw blueprints
· Demonstrate and understand safety rules for all types power tools
· Identify and use machining hand and power tools
Course Evaluation:

· Tests


20%
· Class/Homework
10%
· Hands on Work
50%
· Final


20%
Career Opportunities:

Precision Machine Operator

Welders Assistant

Sheet Metal Person 

Students Signature: __________________________________________________________

Parents Signature:  ___________________________________________________________
Metals Technology

Class Rules
· Be on time and seated before the tardy bell rings
· Deposit food and drink in trash can at the door
· Respect yourself and others
· Raise your hand to ask questions
· Stay seated unless directed to move
· Be part of the solution not the problem
· The Teacher releases the class not the bell

Parent’s Signature: _________________________________________ Date: ____________

Student’s Signature: ________________________________________ Date: ____________

Metals Technology

Class Procedures

· Enter class room quietly and be seated

· Place work due in into the class basket

· Pick up missed work in the missed work basket

· Sharpen all pencils before class

· Place excuses for being absent on teacher’s desk 

· Start work on vocabulary words

· Raise hand to ask question

· Place all completed work in basket when finished

· Designated students pass out and pick up textbooks before and after class

Parent’s Signature: _________________________________________ Date: ____________

Student’s Signature: ________________________________________ Date: ____________

Metals Technology

Shop Procedures

· Work well with others

· Respect the tools that you use

· Participate in clean-up daily

· Sign for all tools from the tool room

· Bring all needed supplies and material to the shop

· Follow all directions from the lead person and foreman

· Only enter the tool room if it is your turn to be the tool room person

Parent’s Signature: _________________________________________ Date: ____________

Student’s Signature: ________________________________________ Date: ____________

Metals Technology 

Safety Procedures 

1. Wear Safety glasses at all times

2. Be professional, act as if you are at work

3. Report all accidents, no matter how minor, immediately to the teacher

4. Operate equipment only with permission from the teacher

5. Wear appropriate clothes in the shop for the job being done

6. Only one operator per machine in the work zone

7. Clean your work area, dirty work areas are hazardous`

8. Always replace unused material to the proper storage areas

9. Deposit all food and drink in the trashcan before entering the shop

10. Report any defective equipment immediately to the teacher

11. Operate machinery only with all safety guards in place

12. Report all safety violations immediately to the teacher

13. Obey all Muscogee County School District Rules and Regulations 

I have read and understand the Metals Technology Shop Procedures.  I will follow all the regulations and if not I understand that, I will lose points from my work ethics grade.  I also understand that repeated safety violations will cause me to be dropped from the Metals Technology Program.

Student’s Signature: _________________________________________ Date: ______________

Parents, it is of utmost importance that you review these rules with your child and ensure they understand the importance of following all these guidelines.  Your child will receive a quiz grade for returning these rules to class signed by you.  Failure of your child to return these rules will result in a score of zero plus not allowing your child to participate in any shop work that the class does.  

Parent’s Signature: __________________________________________

Metals Technology 

Grading Policy

The Muscogee County grading system is used in the Metals Technology program at Carver High School.

Grade


Percentage

A



90-100%

B



80-89%

C



70-79%

F



0-69%

How each part of class affects the grade is supplied below.

Tests



20%
Hands on Work
50%

Class work 

10%
Final



20%

Parent’s Signature: _________________________________________ Date: ____________

Student’s Signature: ________________________________________ Date: ____________

Ethics Grading System

	Infraction
	Point Deduction

	Unexcused Tardy
	-10

	Unexcused Absence
	-10

	Classroom Disturbance 
	-10

	Disrespectful Behavior
	-10

	Excessive Talking
	-05

	Eating or Drinking in Class
	-05

	Inefficient Use of Time
	-05

	Use of Profanity
	-25

	Cheating  also will receive a grade of zero on appropriate paper
	-25


Students are expected to act responsibly in the class and the laboratory.  The ethics grade is not included in the nine-week grade; all infractions are added up and subtracted from the student’s grade.  Each student begins the nine weeks with 100 points. Each student is expected to act according to established rules and procedures.

Parent’s Signature: _________________________________________ Date: ____________

Student’s Signature: ________________________________________ Date: ____________

Metals Technology

Absence/Tardy/Discipline Policy

The Carver High school Policy on absences is followed in the Metals Technology program.


Students are required to bring a valid excuse IAW the Muscogee County Handbook to First Period Class no later than three days after returning to school to receive an excused absence for that period.  Students having seven or more unexcused absences during the semester and having a passing grade will receive a letter of non-credit for the class.  Appeals may be made in writing to the School Assistant Principal for admissions to have credit reinstated.


Students reporting tardy for class first period must report to the attendance office to sign in.  Students signing in late repeatedly may receive admin detention, Saturday school or a three day out of school suspension.


All discipline problems will be dealt with accordingly.  All attempts to correct the behavior by the student will be exhausted before involving the administration.  Students receive Teacher Detention for minor infractions in the classroom.  Teacher Detention is every day from 2:45 until 3:30.  Detention slips will be sent home to the parents at least twenty-four hours in advance.  Any student failing to serve Teacher Detention must serve the missed detention on the next scheduled day.  Failure of any student to make up the detention will result in that student’s parent being called and a meeting arranged to discuss the problems.  Finally, If all attempts to correct the problems have failed the student is referred to the Discipline Office.

James R. Brooks

Metals Technology Teacher

Parent’s Signature: _________________________________________ Date: ____________

Student’s Signature: ________________________________________ Date: ____________

Metals Technology
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	STUDENT NAME:
	     
	ID#
	     


	GRADE:  
	     


INFRACTION: 

	Date:
	     

	Time:
	     

	Location:
	


DESCRIPTION:

	      


DISCIPLINARY ACTION TAKEN:

	      


	TEACHER:
	     
	DATE:
	     

	STUDENT:
	     
	DATE:
	     

	PARENT:
	     
	DATE:
	     

	DISCIPLINARY AGENT:
	     
	DATE:
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Metals Technology 

Tool Checkout System


Students are required to sign for all tools used in the shop.  A tool room keeper is assigned to ensure all tools are checked out in a clean and serviceable condition.  Each student is assigned  a set of tools with a number assigned to it.  Students must return tools to the tool room before the end of class every day.  Failure of students to turn in, loss of or destruction of tools or equipment will result in that student having to pay for that particular item.


The tool room keeper will inventory tool every day before and after class.  Any discrepancies must be reported to the teacher immediately.  I understand some tools will break just from usage, this is understandable and students are not charged for replacing them.  However, any student that willfully damages any tool or piece of equipment must pay to fix or replace it.  The following is an example of a tool check out sheet.

Course Introduction to Metals

Tool Room Keeper: Dan Dierdorf
Block: Second
Date: _______

	Jerry Stackhouse
	Returned

Y

N


	Kobe Bryant
	Returned

Y

N


	Shaquile Oneal
	Returned

Y

N



	Hammer

Snips

Saw
	Y

             N

Y
	Square
	Y
	
	


Metals Technology 

Clubs and Organizations

All students are encouraged to participate in the SkillsUSA Club.  This club is for vocational students and helps guide them along career paths.  The club does many activities and fund raisers at the school. 


Students that join Skills USA are eligible to compete in competitions at the local state and national levels.  Entering these contexts opens a new avenue of training for the students while allowing the student to meet students from other parts of the County, State and Country.

The ability to interact with other students in their field of study is vital in promoting quality work from students.  I ask that everyone join the local SkillsUSA chapter at Carver and attend the many functions and activities around the state.

Compiled by James Brooks for the Metals Technology Program 

Revised Aug 05

Compiled by James Brooks for Carver Metals Program


