




What do I do when I enter the classroom?

Enter quietly then put your book-bags and other items on the center tables.  After doing so, sit down at your assigned seat and look in your assignment folder for your bell ringer/class instructions and begin working. 
Where do I find assignments?

Assignments will be listed in 3 places:  on the smart board, in your Daily Agenda folder on your computer’s desktop, and on the class website.  
Where do I place completed work?

Work not turned in electronically will be placed in the drawers near the printer that is labeled for your particular class period.
For work that is being printed from the computer, you are to raise your hand to let the teacher know that you have finished and she will either check for you to make sure it printed or have you check.  

How should my paper be headed?

Written papers will be headed with your name, class period, and date on the right hand side.

Typed papers will be headed by the use of a header or footer where you will type your name, class period, and date.  You will be shown how to do this later.
What do I do when I have paper to be thrown away?

If you have paper to be thrown a way, keep it near your workstation and throw it away when you exit the classroom.
What do I do with my book-bag when I enter the classroom?

Book-bags and other personal items are to be placed on or under the center tables.  These things should NOT be placed near or under computer stations.  

What do I do when my pencil lead breaks?

In the event of a pencil lead breaking, raise your hand and inform your teacher, who will then give you permission to use the pencil sharpener which is located in the window in front of her desk. 
What do I do when I finish my work early?

In the unlikely event that you finish ALL your assignments before class ends, refer to the Teacher Approved Website list that is at each station and utilize one of the websites for additional supplemental activities.  NO OTHER WEBSITES OTHER THAN THE ONES LISTED AT EACH STATION WILL BE ALLOWED!
What do I do when I need to use the restroom?

Restroom privileges will be reserved only for EXTREME circumstances.  Students are generally not allowed to go to the restroom because there is plenty of time between classes to take care of such matters.  

What do I do when I have a question?  

Raise your hand and wait to be called on.

What do I do when I hear an emergency bell?

Be calm and quiet so you can listen for instructions. 
If it is a fire emergency you will exit the building using the door nearest the classroom then turn right and go to the open area on the hill above the school.  When getting to the open area you are to stay in a line while the teacher takes roll.  You are not allowed to mingle with other classes or stray away from your class.
If it is a weather emergency, you will exit into the hallway where you will find a spot on the floor, sit and wait on further instructions.  
Where do I find assignments if I am absent the previous day?
Assignments will be written on a calendar and placed in a folder on your computer desktop.  They will also be listed on a calendar on the class website.  Fridays will be designated make-up days.  Any missed assignment will need to be completed during your allotted class time on Fridays.  

If you have a significant amount of excused absences, you should see the teacher to arrange a completion date for this work, and possibly see about coming in after school to complete a portion of it.  Those who have completed all work and have no assignments to improve upon will be given fun computer activities on this day.  You will be allowed to access certain fun, teacher-approved websites that are appropriate for a school setting.  You will only be allowed to access the websites that are on the Teacher-Approved Website List at each station n (or on Blackboard).  If you would like to submit a website for teacher approval you will be allowed to write down the web address and submit it to the teacher through email or through the Website Suggestion Box located near the printer. Only websites appropriate for school will be approved. Understand that this “fun” time is a privilege and can be denied at the teacher’s judgment. You should also know that ICT II is a class in which most of your work will be completed during school hours.  This means that you cannot afford to be absent.  Certain circumstances may be out of your control, and you may have to miss a day or more . . . on these occasions it is YOUR responsibility to make up the work.  
What do I do when someone knocks on the door?

Continue working, the teacher will answer it.

What do I do when the principal, vice principal or other approved guest, walks in the room?  
Continue working.  Do not run up to the person or call his/her name out.  Raise your hand if you have a question.  The teacher will recognize you and direct your question towards the person you would like to talk to if it is deemed appropriate to do so.  
How do I go to and return from lunch?

When going to lunch, all book-bags will remain locked in the room.   You will line up at the front door and take the door on the far left to the Cafeteria, staying under the walkway the entire time.  In the cafeteria you are expected to behave in an orderly manner and speak quietly.  I will be sitting with you to ensure this happens. When returning from lunch you will line up and proceed back to class the same way in which you came.  There will be no bathroom breaks during this time.  
What do I do when the dismissal bell sounds to move to the next class?
Clean up around your station, gather your things, and wait for the teacher to dismiss you.  Do NOT stand up and walk/run towards the door.  When it is time for the end of the day dismissal, car-riders and walkers will be dismissed first. Both are expected to leave campus IMMEDIATELY.  If you are riding the bus you are to wait until all buses are called for or for your particular bus to be called.  FYI: If you leave before your mode of transportation is called, you will be referred to the office!
What do I do if I happen upon a website that is “inappropriate” (e.g. profane or offensive)?
Turn your monitor off immediately and let your teacher know.  If you are caught trying to show it to others before turning your monitor off, you will have violated the procedure and will be held responsible.  FYI:  I can see and access anything you pull up on the computers with a click of the mouse.  I also have a record of the things you type in the computer so when it comes to inappropriate websites and materials . . .  DON’T EVEN TRY IT!

Other things you should know (Classroom Rules & Consequences):

· Each computer is numbered.  You will be assigned one of these numbers.  Unless advised otherwise by the teacher, you are to sit at your assigned computer ONLY!
· Absolutely NO Rolling around in the office chairs.  If you cannot sit in the office chairs without rolling around you will be moved to a regular chair.
· No walking around the room without permission.  You are to stay seated through the duration of the class period.  Aimlessly wandering around the room or visiting someone else’s station is strictly prohibited.

· No food is allowed near computers.  Drinks and other liquid items (e.g. perfumes/lotions etc.) are also prohibited.

· No mechanical pencils are allowed near workstations.  Only regular pencils and pens are allowed near the workstations.  

· You are NOT allowed to adjust the settings on the computer.  No backgrounds, screensavers, etc. should be added at ANY time.  

· You will be given a password in order to access the class website.  DO NOT share this password!  Also, logoff all your information before leaving the computer lab.  If another student accesses your work because you did not logoff or because you shared your password BOTH of you will be held responsible.  

· You are NOT allowed to switch computer components.  That means you are not allowed to trade you computer’s keyboard, mouse, monitor, etc. for another computer’s.  If there is a problem with a computer component you are to alert the teacher IMMEDIATELY.

· You are NOT allowed to view, send or display offensive messages or pictures using school computers.  

· NO CYBERBULLYING!  This means you will not use the computers to harm other people or their work (see school handbook for further explanation and consequences).
· No downloading to the computer without teacher approval!

· Do not abuse or vandalize lab equipment!

· You are NOT allowed to waste limited resources such as hard drive space or printing capacity.  Only print or save when prompted by the teacher to do so.
· Do not bring software or jump drives into the computer lab without teacher approval.
· Do not be afraid to ask the teacher for help or alert her immediately if there is a problem.

· Be prepared to be held accountable for your actions and for the loss of privileges if these procedures or rules are violated.   

· Papers that are not headed with your name will be thrown away.  I will not try to find out who wrote or typed the paper!

· PROCEDURES, RULES, AND CONSEQUENCES ARE NON-NEGOTIABLE!

Consequences for disobeying the rules:

· First offense- Verbal Warning
· Second offense- Reflective essay on behavior (parent contact)
· Third offense- In School Detention
· Fourth Offense- After school detention

· Fifth offense- Office Referral
NOTE:  In the cases of extreme violations the teacher has the right to forfeit the order of consequences and go to the step that best fits the severity of the offense.  
Mrs. Goodson’s ICT II Rules and Guidelines Agreement

I hereby have read, understand, and support all of Mrs. Goodson’s classroom procedures, rules, and consequences.  I have gone over the rules and regulations with my child and have their agreement that they will abide by them.  It is understood that the signature on this contract of one parent or guardian implies the consent of the other.
Parent’s / Guardian’s Signature_____________________________________________________
Date Signed _______________________

I hereby have read, understand, and will comply with all of Mrs. Goodson’s classroom procedures, rules, and consequences.  I promise to carry out my responsibilities as an ICT II student and to do my best to represent Northwest Middle School in a positive and respectful manner. 
Student’s 
Signature ____________________________________________________
Date Signed ______________________










