BUSINESS COMPUTERS
CLASSROOM MANAGEMENT PLAN
Instructor:  Mrs. Aubert, Room 407
www.geocities.com/mrsajhs
aubertm@carthage.k12.mo.us

COURSE DESCRIPTION

In this technology age students will soon find Computer Applications can be one of their most valuable subjects. You will explore word processing, presentation, and spreadsheet software. You will learn basic document formatting, spreadsheet formulas and functions, and graphic layout and design. You will also become more proficient in using the keyboard and learn to use the numeric keypad. 
SUPPLIES NEEDED
White 8 1/2" x 11" notebook paper, pencil or blue/black ink pen, one pocket folder, STUDENT PLANNER
ASSIGNMENT FORMAT & ORGANIZATION
All assignments will follow the same heading format. First and Last Name, Block Abbreviation (W3), and filename should go in the header of each assignment, unless otherwise instructed. 

STUDENT EXPECTATIONS
Because this course is offered in the Business Education Department, students will be expected to behave in a business-like manner. Learning business-like behavior is equally important (if not more important) to learning business skills. The rules for business-like behavior include the following:

1.  Be present and on time
Be in your seat when the bell rings--prepared. Tardies will be given for those entering the classroom after the bell. 

2.  Bring learning materials to class.

Come to class prepared and ready to work each day. All textbooks for this course will be 
kept in the classroom.  
3.  Respect other people and their property

Act with courtesy towards each other as well as the instructor. Profanity, as well as 
racial comments, will not be tolerated. No personal electronic devices are allowed in 
the classroom. If seen, they will be confiscated and given to the office. 

4. Be prepared and ready to participate

Participate in all class activities and discussions. A participation grade will be given each 
day. Complete and turn in all assignments on time. Study for exams.

5.  Be responsible for your learning

It is your responsibility to check the website for make-up work. Discuss with me if you 
are falling behind or not understanding a concept. I will arrange for after-school tutoring 
for those who need additional help or clarification. 

CONSEQUENCES
In the event a student chooses not to uphold Expectation #3 the following action will be taken:

1st incident................In-Class Warning

2nd incident...............Student-Teacher Conference

3rd incident................Parent/Guardian-Teacher Conference

4th incident................Principal's Office

*Extreme incidents will involve a direct referral to the Principal's Office.*

ATTENDANCE & TARDY POLICY

· Attendance will be taken from a seating chart.
· It will be taken immediately following the tardy bell.
· You are to be at your desk when the tardy bell rings.
· Tardy policy in the student handbook will be enforced.
· You are allowed six absences, according to school policy. 
· 0 Absences for final exemption!!
· Student planner will be used as a hall pass!
MAKE-UP WORK & TEST POLICY

· Make-up work will only be allowed for excused absences.
· It is your responsibility to check the website/buddy for assignments missed. Students will be allowed an equal amount of time missed to complete and turn in assigned work.
· Make-up work should be turned in labeled "Make-Up Work" If this is not done, its possible the assignment could not be graded on time.
· If a student was present when the assignment was given, and absent the day the assignment is due, the assignment will be due the day the student returns.
· For each day an assignment is late, 10% will be deducted from the final grade on the assignment.
· Make-up exams must be arranged for before or after school. Students will have one week to makeup a test and it may not be made up during class time.
GRADING POLICY
Your grade will be based on participation, assignments, and exams.

Exams....................50%

Assignments..........40%

Participation..........10%

**Any rule or consequence is subject to change at the discretion of the instructor.
