Dear Parents/Guardians,


I am pleased to welcome your child in Computer Technology this year. In order to have a successful experience in our class this year, I ask that you review the classroom/lab policies and procedures with your child. If you have any questions, please feel free to email me at terresac@vacavilleusd.com or contact the school – 453-6280, leaving a message at extension 646. 

I am very dedicated to meeting the unique needs of every student and will do my best to help your child achieve success in this course. By working together we can guarantee an optimum learning environment for each student. If you complete and have your student return the Parent Questionnaire, this will greatly assist me.
Computer Technology is an overview class in basic computer usage and keyboarding skills. We will cover the history of computers, how a computer works and the parts of a computer. It is my belief that students need to understand these concepts in order to fully appreciate of computers can do for them. Following this base, we address basic word processing and PowerPoint as a presentation tool. We will discuss the ethics of using the internet, creating web pages as forms of communication, and researching on the WWW. Keyboarding basics will be covered, however, practice time will be needed out of the classroom to assist the student in achieving personal goals.
Grades/Assignments

Grades are based on assignments, projects and participation in class activities. Most assignments are project based, meaning that each student will be able to progress at their own rate. Adequate notice will be given for due dates for assignments. I encourage information regarding assignments to be written in the student’s planner on the first day of each week, which is posted on the board in the classroom. 

Quarter and semester grades are based on the scale below-

A
100-90%

B
89-80%

C
79-70%

D
69-60%


F
59% and below.
All work will be kept in the classroom in the folders that each student will have. No excuses of “it’s not here” will be accepted.
Homework
My policy on homework is not to overload the student’s core class load. If they don’t finish a project at school (and adequate time is given in class), then they may work on it at home. If the subject appeals to them, they may do extra work at home to ensure a top grade. 
Class Rules/Consequences

Be on time, be productive, be prepared, be respectful and be safe are our classroom rules. By following these rules, we ensure a positive and productive learning environment for your student and the other students in the class.


I try my best to work out any difficulties that the individual students may be having. By addressing inappropriate behavior with a verbal warning, a student will generally modify their behavior. If the verbal warning does not suffice, after school detention with me will be initiated. You will be notified of any detention time assigned prior to the day they attend. If the student still refuses to modify their behavior, then I will request a parent conference to enlist your assistance to help your child. The final step will be a referral to the administration. This last step will be used immediately for any serious actions.

Computer Care:


The students have been instructed in how to properly care for the computers. I ask that no FOOD, DRINKS or GUM be brought into the lab. Even with the best intentions, accidents happen. When the theft or destruction is deliberate, appropriate action will be taken.

Cheating/Plagiarism:

Cheating can include letting students “borrow” assignments to finish their own work. Cheating also encompasses any type of dishonesty during quizzes, tests, and projects. Plagiarism can include copying another author’s work, including information from the Internet. All instances of cheating will result in a grade of “0” for that assignment and may include parent contact.


Do your own work and cite all your sources. Do not copy!

Absent Work:  

It is imperative that your child attends class. As all work is done primarily in class, students will have to make up missed work during class time. Most assignments will require internet access and/or Microsoft Office programs. Please encourage your child to attend class regularly.

Needs for the Class:


Students will need a paper three prong folder, a small amount of binder paper, pencil or pen for writing. Students are required to bring their planners to class. They will keep track of daily assignments in their planners. To obtain extra credit, bring one ream of white paper (used in our laser printer). This will be offered once during a semester. Thank you.
I treat all students with respect and encourage you and your child to maintain communication with me about anything relevant to this course. I appreciate your support and the opportunity to work with you and your child in this upcoming semester/year.

Sincerely,

Ms. Terresa Cook

Phone: Willis Jepson MS  453-6280  Voicemail – ext.246   Email: terresac@vacavilleusd.org
8/28/2005

Ms. Terresa Cook



Willis Jepson MS

