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Grading Structure and Classroom Procedures

Description

This class is designed to give a student a working knowledge of word processing.  The word processing concepts that will be taught in this class can be used in other high school classes but more importantly in the “real world” following graduation.  This class is also a dual credit class with Joliet Junior College.
Objectives
· Students will be able to type a memo in the correct format.
· Students will be able to type a personal business letter, block business letter, and a modified block business letter in the correct format.
· Students will be able to type an unbound report and MLA report in the correct format.
· Students will also be introduced to various business correspondences such as an outline, minutes to a meeting and other business documents.
· Students will also be introduced to drawing skills and tables.
Timings


Timings will be taken weekly.  The top three timings of each quarter will be averaged to figure the timing grade which is worth 10% of your grade.
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Appropriate Classroom Behavior and Cheating

Please do your own work!  See your teacher, not your friends, for help or if you fall behind in your work.  Make the right choice!  

Proper Care of Equipment

Notify the teacher when your computer is not working properly.  Abuse of the computer will involve appropriate school personnel.

Following Instructions and Use of Software

Use the equipment as instructed by the teacher.  All work must be performed in the appropriate software.  All other software is restricted.  This means students are not to experiment or use other software/programs/accessories.  Usage of the Internet is permitted when the Instructor notifies the student. NO GAMES
Grading Scale
The grades will be comprised of quizzes/tests, projects and homework assignments.  A total point score on every assignment determines the grades.
100 – 94
A

  93 – 86
B

  85 – 78
C

  77 – 70
D

69 -Below
F

Classroom Expectations

1. Respect your classmates, yourself and the equipment in the room.

2. No Food, Drink or Gum in the Classroom.
3. Follow all directions and procedures.
4. Follow and familiarize yourself with the school policies found in the handbook.
5. Disrespectful language will not be tolerated.

6. No Cell Phones in class.
7. Remain in your seat until the bell rings.  

8. No games, Internet or usage of other software unless instructed to by the teacher.

9. Be prepared for class—all necessary materials must be with you.
Behavior Consequences

Behavior consequences will be followed according to all of the rules listed in the student handbook.
