DIGITAL TECHNOLOGY Class Information, Policies & Procedures
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Deadline to return this signed sheet to Miss Shanks is 
Monday, August 30, 2011. 
Dear Parent/Guardian, 

I am so happy to be back at Mann after fulfilling a one-year temporary contract at Jenkins Middle School, where I taught 8th grade Language Arts, learned a lot, and honed my non-technology classroom skills.  I look forward to working with each new student I haven’t met and seeing those students I taught in 2009-2010 return to my class for the 8th Grade curriculum.  I’m also excited to be teaching both Social Studies and Computer classes this year.

I have fun, challenging, and enriching activities planned for the year. In order for these activities to be implemented and your student to be successful, we at Mann feel that policies and procedures must be in place. Therefore, my academic teammates and I have developed these policies and procedures that each student will be expected to follow throughout the year. 

Since parent support is an integral part of your student’s success in school, it is critical that you read and discuss all aspects of this manual with your student. Please sign and return this top page indicating that you and your student have reviewed this manual. Pages 2 and 3 of this manual are for you to keep at home, so that you and your student will have it available for reference whenever needed. 

Additionally, (on this top sheet) I am asking for you to provide your email address(es) (as avail) and indicate how frequently you access email. Email and text messaging is an efficient way for me to communicate with you about your student or to coordinate a meeting, if necessary. You will also have the ability to indicate which form of communication you prefer (email or phone). 

My contact information can be found at the top of page 2.  I do have a classroom Facebook page, which I hope you’ll visit, but keep in mind that I cannot access or update it from school or during school hours, so if you post a question there I may not see it for a day or two.  Please let me know if you have any questions.  Let’s keep in touch and work together!
Sincerely, 

Miss Shanks
__________________________       _________________________      ________________
Student Name (printed)


Student Signature 

         Date

__________________________       _________________________      ________________
Parent/Guardian Name (printed)

Parent/Guardian Signature
         Date

Parent/Guardian, please include your preferred contact email address and phone # on the lines below:
__________________________________________       ____________________________________________
Email address


        


 Preferred Phone # __ landline __cell __work phone
You can text message me at this number:_______________________
I access email (circle one): 
daily
      1 x week
        1 x month
very infrequently

I prefer to be contacted via (circle one):     Email
        Voice Call          Text Messaging        Any of these is fine

Please feel free to add any additional contact information for you or a second guardian here:

Miss Shanks’ Contact Information
	Staff Member
	Subjects
	Phone #
	E-mail Address

	Suzanne Shanks
	American Studies Rm 22

Digital Technologies Lab 6B
	I am in 2 different rooms this year and other teachers are using the lab so please use my Google Voice Number:

719-357-5837  for Voicemail & Texting
	shankLs@d11.org

	
	
	
	Web Site:

www.2020nexus.org
Click on MY CLASSROOM

	Facebook Page:   Miss Shanks Class
	
	Twitter @MissShanksClass


CLASSROOM RULES AND PROCEDURES
Grade Requirements

Students will be graded on any or all of the following:

· Assigned work. Projects and classwork are performance  assessments.
· Quizzes and tests (Weekly assessments must show mastery (100%); unit assessments must show at least 80% proficiency. Students must re-take assessments until they reach these levels.)

· Projects

· Agendas completed daily

· Class participation

· Adherence to school and Lab 6 policies and procedures

· Other smaller value items
Grades will be posted the first day of each school week by 5 p.m. on Zangle (Parent and Student Connect) and in the classroom on the second day of the school week. Parents must visit the Media Center between 7:30 a.m. and 4 p.m. with a picture ID to receive their pin and password for Parent Connect access. Instructions on how to navigate Parent Connect are available on the Mann MS website at: www.d11.org/mann . Under the “Communications” column, look for “Parent Connect” (click on this to access the login screen) and then click on the “How to PDF” for the instructions. 
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	Assignments

	Grading Scale



	All written or digital work is expected to be in the  form of complete sentences with correct capitalization and punctuation in all classes.  

It is expected that all final copies will have correct spelling.  Grades will reflect these expectations.

Extra help is always available by appointment.  My Study Halls are Tuesdays after school and Thursdays before school.  Just let me know ahead of time that you need me to be here and I will!

	A
90%-100%

B
80%-89%

C
70%-79%

D
60%-69%

F
 0%-59% 




Late Work
ALL WORK MUST BE TURNED IN.  Students will held accountable for all assignments, and some points may be deducted for work turned in late.
Absent Work
Work missed due to absences will be made up according to School District 11 policy. This includes quizzes, tests, labs, and other written work. All work will be made up on the student’s own time via prior appointment scheduling with the student’s teacher, either before or after school. Students will have one extra day to turn in make-up work for every day missed.
Direct Instruction (Individual teachers may enforce other rules or expectations.)
The following are student expectations within a classroom at all times:

· Be an active listener.

· Stay the entire class period.

· Be an active thinker,meaning-maker and problem-solver instead of a passive receptacle .Ask questions when you don’t understand presented material, skill or procedure.
Entering the Classroom

The following student expectations are for entering the classroom:
· Bring all required materials including: agenda, subject materials, USB Memory Stick, writing and coloring utensils.

· Come into the classroom quietly. Go directly to your assigned seat.

· Copy the daily agenda in your agenda book.

· Copy and answer the daily warm-up questions when given into your spiral notebook or log. When finished, sit quietly and wait for the next instruction.
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No candy, food, or drink allowed in the classroom except water bottles.

· No backpacks or coats allowed in the classroom.

Leaving the Classroom

The following student expectations are for leaving the classroom:

· All materials/supplies are to be returned to their designated spots.

· Individual areas must be cleaned up. 
· Sit quietly until dismissed.

· Push chairs in or place them on top of the table (as appropriate). 
· Exit room quietly when dismissed.

Guest Teacher Policy

The following student expectations are to be used when a guest (substitute) teacher is in the classroom:

· Students will treat each and every guest teacher with respect.

· All policies and procedures in this packet are to be followed by each and every student when a guest teacher is present in the classroom.

· If a student chooses not to adhere to the policies and procedures stated in this packet, then the student will be removed from the classroom and sent to the office for disciplinary action.

Assembly Policy

The following student expectations are to be used when our classroom goes to a school assembly:

· Students will walk to and enter the assembly area quickly and silently with the teacher.

· Students will be seated in the designated area.

· Students will applaud appropriately during the assembly.

· Students will put up their seats and exit silently with their teacher and class at the end of assembly.

Assignments

The following student expectations are in place in regard to assignments:

· Use neat, legible handwriting.

· Use the correct heading required by each team.

· Turn in your assignments on time.

· Assignments must be done in pencil or blue/black ink only! (No sparkle inks.)
· Math assignments should be completed in “pencil” unless otherwise directed.
· Do your personal best.

All student work will use a four-line heading for every assignment, quiz, and test, as shown:

	[top of page]                                                                                        

                                                                     Name

                                                                   Date

                                                                         Rotation

                                                                                       Assignment name

[first line of page]


Plagiarism 

Students must do their own work and properly cite any sources when using resource materials from printed and/or electronic sources (e.g., books from a library or articles/pages from the Internet).







