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Prairie View High School

“We Enable, Educate, and Empower Those We Serve”

Classroom Management Plan

DOCUMENT PROCESSING

GRADE LEVEL:  10, 11, 12

INSTRUCTOR:  Mrs. Likely

COURSE DESCRIPTION:  Students will learn to use features of word processing that will benefit them in all classes.  Students will learn to use presentation software as a communication tool.  This course will also provide students with various career information.

SOFTWARE:  Microsoft Office 2003—MS Word, PowerPoint, Kansas Career Pipeline 
STUDENT ACCOUNTABILITY:  

· Bring all learning materials to class each day.  This does include pencil/pen.  
· Deposit backpacks, bags, purses at front of room upon entering

· Log on at assigned computer

· Pick up folder and book

· Read instructions on SmartBoard
· Textbooks may be checked out overnight and returned before school.  

· Workstations are your responsibility—keep your trash picked up and books neatly put in place. 

NETWORK PRIVILEGES—See Computer Usage Policy in your Agenda 
Prohibited Computer Uses:
· Using email between the hours 8:20 and 3:15 (unless teacher directed)
· Accessing or creating files or materials without authorization (Offensive, profane or pornographic files)

· Using Internet games, MUDS, IRCs or web chats

· Plagiarizing works or violation copyright or trademarks

· Damaging, altering, or modifying district hardware or software, this includes downloading and/or installing software from Internet or from disks without permission
· Attempting to bypass district security

· ALL Games (unless teacher directed)

ATTENDANCE/GRADES
Document Processing is a course which requires a tremendous amount of in-class work.  To work up to your potential, you must “plan your work, then work your plan.”
· Assignment must be completed and handed in by the due date.  NO LATE assignments.  

· If you have an excused absence, any assignments already given will be due on the day of your return.  

· If an assignment is given on the day of your absence, you will have one extra day to complete it.  The computer lab will be open to students before school (7:45 a.m.)
· Tests are to be taken on the assigned day.  If you have an excused absence, you must take the test before or after school the day after you return.

· NO CREDIT will be given for the following:  

--copying, cheating, talking during a test

--copying from another student’s file

--allowing another student to copy any part of an assignment/file

EVALUATION:
Daily Assignments/Projects
60%

Tests



30%

Portfolio


10%
