Policies & Procedures: 

English III AP & English IV GT/Honors
Ms. Samuel

 File this in the front of your binder’s English section.

Classroom Rules

1. Come to class prepared and with all materials.

2. Take care of your personal business outside of class.

3. If you have an issue, please see me privately.

4. Take responsibility for your own education.
Classroom Expectations

This year we will be doing a lot of group and partnered work.  We will go over the procedures for these activities the first time we do them as a class, but I do have some overarching classroom expectations.  These apply no matter what we are doing in class.
1. Respect your peers.

2. Respect yourself.

3. Respect the teacher.

4. Respect our learning environment.

Daily Schedule

When you enter the classroom, pick up your day’s materials from your classes table at the front of the room, then refer to the board for the day’s class schedule.  It will be set up as follows:


Objective:  This is our goal for the day.  It states why we are doing what we are doing in class and how it 


will help you to learn.


Bell Ringer: The first thing listed by your bell ringer is the assignment that needs to be turned in for the 


day.  The board will say if it needs to go to the turn in bin or if it should remain on your desk to be 


stamped.  If your assignment is to remain on your desk, please stack it neatly in the upper right 


hand corner.  The second thing listed by your bell ringer is the activity with which you should begin 


your day.  By the time the tardy bell rings, you should be seated and working on your bell ringer.



Agenda: This provides a detailed schedule of the activities and lessons we will be completing each day. 

Closure:  This is the final step to our day’s lesson.  Some days it may involve a task, and other days it may 


involve turning in an assignment. 


Homework:  Each day’s homework will be different, but this section will also include any ongoing 



projects, test reminders, and turn-in dates.

Grading


The key to receiving a good grade in my class is easy: do your work, do it well, and turn it in.  If you fail to do any of these things, your grade will suffer.  At times you will have the chance to earn extra credit, but please note that extra credit will be extended to the whole class, not only to individual students. I follow East Baton Rouge Parish’s grading system, which is as follows:

A
100-93


B
92-85


C
84-75


D
74-67


F
66-0

Late Work

Homework: Late homework will be accepted up to a week after the due date.  Students automatically 


forfeit 10% of their assignment grade for each day that homework is late, and they are required to 


complete a missing work log on the day it is due.  I will not accept late work if a missing work log 


has not already been turned in.

Projects & Papers: All projects and papers you complete for my class will be accompanied by a process 


stamp sheet.  You will receive stamps corresponding to portion-specific due dates throughout your 


work on the paper or project.  When your final product is turned in, you will receive a stamp for 


turning the completed assignment in on time.  If your product is late, you forfeit the points attached 


to the stamp, enough to substantially bring down your project process grade. 

Electronic Work Turn In


Electronically submitted work must be turned in before the class bell rings at the beginning of the period. Otherwise it will be penalized for being late.


You are more than welcome to turn papers and typed assignments to me electronically.  These documents must be saved in a Microsoft Word Document with the following file name: Name_Assignment Title_Due Date. Make sure you include your name and the title of the assignment in the subject line of your email. Electronically submitted work must be turned in before the class bell rings at the beginning of the period. Otherwise it will be penalized for being late. Please send your work to the following email address: rsamuel@ebrschools.org.
Materials Needed


You are required by the school to bring a three inch binder, divided into sections for you classes. Your binder section for English class should be divided into three sections: Writing, Unit Work, and Journal. Please come to every class prepared with loose-leaf paper and a blue or black pen.  Additionally, please make sure you have a red, green, or purple pen for peer editing papers.  You are strongly encouraged to buy the following for use in English: post-it notes, index cards, and highlighters.

I require students to turn in a cell phone or a set of keys in order to borrow materials from me.  You will receive your belongings back when my materials are returned.  If you are unwilling to make this trade-off, please do not ask to borrow my materials.
Homework 


If your name is not provided on your homework, your work will be placed in the orphaned work bin and you will need to find it and resubmit it to me with the your name.  Orphaned work grades are not entered into the grade book until they have been resubmitted with a name attached.  BEFORE YOU ACCUSE ME OF LOSING YOUR WORK, CHECK THE ORPHANED WORK BIN.  THIS CAN SAVE YOU SOME EMBARASSMENT AND SAVE ME SOME TIME.

Much of the homework we will be doing in class consists of outside reading to be completed so that you will be prepared to fully participate in class the next day.  If you do not keep up with the reading, you will not be prepared for class.  If you are not prepared for class, you will not receive a good grade for that day.  If you fail to prepare to read on a regular basis, your overall grade will suffer.  Do your reading.  It is essential to your success in this class.
Hall Pass


At the beginning of each semester, you will receive a hall pass to be used ONLY for a restroom visit.  Should you need to leave the classroom, simply present this hall pass to me.  If, at the end of the semester, you still have your hall pass, you may turn it in for 15 extra credit points.  You are responsible for your hall pass.  If you lose it you will not receive extra credit.  If you have already used your bathroom pass, do not ask to leave the classroom again.
Tardy Policy


If you are tardy to my class, you are required to complete an entry in the tardy policy binder, and will not be allowed to participate in the class until you have done so.  If you are coming from the office, you must bring an excuse with you.  No teacher has the right to keep you out of my class during my class period.  Do not come to my class late because you were finishing an assessment or turning in work for another class.  You may come to my class to request a pass to do this, but you may not miss my class without my permission.

Absences


When you are absent, you are responsible for communicating with your class partner regarding the material missed that day.  You can obtain any materials I provided by going to the absent bin and taking the work with your name attached.  You have the number of days you were absent to turn in your missed work.  For example, if you were absent one school day, you may turn in your work the day after you return to school.  Any work returned later than the period that matches the length of your absence will be penalized according to my late work policy.

If you are absent on a day that a project or paper is due but were present the day before, the assignment is due to me the day you return.


If you are absent from class on a day that we complete an assessment, your name goes on the “Missed Assessments” section of the board.  You have a week from the day you return to class to complete your assessment in tutoring or during a lunch period.  If you fail to do this, you forfeit your score for that assessment and accept a zero.


If you are absent for more than a week, you are responsible for setting up a meeting with me in order to create a plan to make up missed work.
Questions


I give information once and answer questions about it once.  Before you ask me a question, try the following options first:

1. Ask a classmate.

2. Refer to the assignment description.
3. 
Refer to your class procedures or assignment rubric.

4. Check the class website.

Group & Partnered Work

We will often work with partners and groups in my class.  On your assigned desk, you will find a piece of paper with a color, a number, and a letter.  I will use a combination of these to inform you of who you will be working with on specific class days.  This information will also be on the board.

Technology Policy


On many occasions, we will use technology such as laptops, iPods, and personal cell phones for positive purposes in our English class.  These purposes include reference, definition of words, quick research, fact checking, etc.  THEY WILL NEVER INCLUDE SOCIAL MEDIA OR TEXTING.  If you ask before taking out your phone, you may use it in the last three minutes of class ONLY to record homework.


I have a strict no-tolerance policy regarding recreational phone use in my classroom.  If I observe you using your phone without permission or in a manner that does not fit into my positive purpose policy, you will be required to deposit your phone in “Technology Time Out”.  The consequences for “Technology Time Out” are as follows:


First Offense: Student receives a verbal warning and receives the phone back at the end of the class period.


Second Offense: Student’s parent is contacted and student receives the phone back at the end of the school 


day.


Third Offense: Student’s phone is turned into the school’s main office and a parent must come to school to 


pick it up.
Academic Integrity

Cheating is considered a serious matter.  The parents of a student who has been involved in cheating will be notified and the student will receive a grade of zero for tests and a required re-write for written assignments and projects.  

For this course, cheating is defined, but not limited to, the following:

· Copying anyone’s answers to questions, exercises, study guides, class work, or homework assignments.

· Plagiarism: Taking any information from any source, including the internet, without giving proper credit to the author OR rearranging the order of words and/or changing some words as written by the author and claiming the work as the student’s own. 

· Looking onto another student’s paper during a test or quiz.

· Using or having available notes, study guides, or class material during a test or quiz without the teacher’s permission.

· Collaborating on assignments when independent work is expected.
Tutoring

Tutoring is offered every Wednesday afternoon, 2:30-4:00, and it is a time for you to request extra help, schedule one-on-one meetings with me, receive more extensive feedback than I offer in class, and to complete missing work and assessments.  You must be present in my classroom by 2:45 PM in order to attend tutoring.

Class Website

My class website address is mssamuelmck.weebly.com.  Use the website and use it often.
---------------------------------------------------------------------------------------------------------------------------------------------------

Please sign and return this portion of your policies and procedures to me:

I have read and understand Ms. Samuel’s policies and procedures.  I also understand that some of these may change throughout the school year in order to better serve students or to respond to a perceived need.  I understand that students will be informed of these changes should they occur.

Student Name:______________________________________________
Student Signature:________________________________________

Parent Name:______________________________________________
Parent Signature:_________________________________________
I give permission for my child to be shown G, PG, and PG-13 rated movies that pertain to the course content being covered in English class.

Parent Name:______________________________________________
Parent Signature:_________________________________________
