Mrs. Miller’s Classroom Rules 2016-17
Room: 106

Pomeroy Jr/Sr High School


Classroom Rules

Refer to the Student Handbook for school-wide rules. We have basic class rules too:

1. No Food or Drink 

2. No Cell Phones

3. No Ipods/MP3 Players/Music on computers
Employability Skills
1. Communication & Collaboration. 

a. Use appropriate language and have a positive attitude

b. Don’t interrupt 
c. Work with others – teach don’t touch.
2. Responsibility. 

a. Remember classroom rules and expectations
b. Don’t behave in a disruptive or distracting way.
c. Follow oral and written directions
3. Time Management. 

a. Come to class on time and begin working. 

b. Turn in assignments on time or before due dates. 

d.
Make up missing work from absences
4. Productivity. 

a. Work bell to bell making sure to work without reminders – self-directed
b. Make sure to bring with you everyday a pencil, paper, and folder.
c. Don’t engage in lengthy off-topic conversations.  
5. Accountability.

a. Clean up after yourself putting books and folders in correct locations.
b. Keep track of due dates and requirements for assignments

c. Don’t make excuses

Computer Policy

Computers in this lab are for work for this class only, unless work is finished.
Exceptions to this policy may be made only with my permission on that specific day. 

You may not touch any part of another student’s computer without my permission. 

Don’t eat or drink near the computer/keyboard, or touch them with messy fingers. 

Log-in and Log-out with your username and password when using computers.
Don’t plug anything in to computer without permission.

No Downloading unless given permission by your teacher on that day.

Seating

I have assigned seating. Please do not move to another seat without my permission, and please do not ask for this permission before or while I take attendance.  I dismiss you from class, not the bell. Make sure you have cleaned up your area and returned any supplies to their storage containers before you go.  Do not hit, poke, or attempt to damage the chairs in anyway.  Your area is your responsibility so make sure to maintain a clean and proper business working area at your computer.

Assignments
You are expected to keep up with lessons and projects in class. Keep track of course assignments and due dates at www.mrsmillerphs.weebly.com and on the Google Classroom and calendar (if your parent would like to have the weekly plans emailed to them weekly please provide email address on signature page). A list of weekly assignments will be posted in my classroom on Monday and also on my website.  Students will be given a due date for all assignments for the unit of work with a test on that day.  All work can be turned in on that day or in advance for opportunity to receive corrections and be able to redo.  Students will be allowed to work at their own pace for assignments and will be turning in majority of assignments using the Google Classroom which allows them to see a detailed list of assignments to do and assignments that are done.
Late work will not be tolerated.  Students will complete all school work in this class and if they don’t complete by due date they will complete at lunch or after school with no credit. Lab will be open before school, lunch, and after school most days and students will not be required to have a computer or Internet access at home to complete the class.
If your work is only partly complete by the due date, my advice is to turn in what you have so far. Partial credit is better than no credit.  My classroom will be open before school 7:45am, at lunch, and after school until 3:30pm for all students to use as needed to complete assignments.  
Cheating

Cheating in a computer course is easy to do; HOWEVER, it is easily noticed. Cheating will result in a zero for that assignment for both the cheater and the individual who helps him/her cheat.  You will be required to write a formal letter to your parents explaining the cheating and it will need to be signed. All cheating will be referred to the office and discipline will be handled by the principal.  
Redo
If you receive a low grade on an assignment, you will have one chance to revise it for an improved grade prior to test date for that unit.  There will not be redo on quizzes. Tests can be retaken at anytime by pre-arranging with Mrs. Miller.  Tests will be given outside of class time, please set up time with teacher – the higher of the two scores will be given.  Certiport tests can be retaken as many times as student would like to work toward certification in that Office Program.
Large Projects

Large projects cannot be redone or extensions given unless discussed with teacher in advance, and all large projects are due on the required date even if you are absent from school, be sure to have someone else submit for you.

Absents
When you are absent from class please check the Google Classroom for the assignments given that day.  I will also provide a “Missing Work” handout with important information and attachments of worksheets handed out.  Students are responsible for picking up their work from the folder with their class period on by the front door. 


I HAVE READ AND UNDERSTAND THE BUSINESS CLASSROOM POLICIES AND RULES

Photo & Internet release:  Students will be photographed and pictures maybe placed on my website.  Please check below if you DO NOT want your child to be photographed for my website.
I do not want my students name or picture used on the Internet

Student Name (Please Print): ______________________________________________________

Student Signature: ______________________________________________________________

Parent/Guardian Name (Please Print):  _______________________________________________

Parent/Guardian Signature: ________________________________________________________

Parent/Guardian E-Mail: _____________________________________ @ _____________. ___________
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