LEGAL OFFICE AND PROJECT MANAGEMENT SERVICES
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Legal Office 
Standard Operating Procedures (SOP)

On the following pages you will find several very simple procedures that will help in keeping the class running smoothly. These procedures are not to insult you, but to help prepare you for reading and following procedures upon entering the workplace. They also serve as a reminder of important daily grade requirements. Thank you in advance for reading and following these procedures. It will greatly help in providing you with a wonderful educational experience. 

Beginning the Session

1. On your first day of the week, obtain the Professionalism Sheet.

2. Turn in any previously assigned work.

3. Take assigned seat. (Don’t forget to silence pagers and cell phones.)

4. Login to computer.

5. Check class email account and/or Blackboard and respond as needed.

6. Focus on instructor and prepare for learning. Be attentive to instructor’s cues.
Before and/or Return Breaks and/or Lunch

1. Clean and straighten work area and push in chair after being dismissed.
2. Lock computer.

2.
Take Assigned Seat.

3. Focus on instructor and prepare for learning.

Closing the Session

1. Before class is over, please use this time to complete your Professionalism Sheet. 

2. Log off computer.

3. After being dismissed, clean and straighten work area, pushing in chair.

4. If it is Friday, be sure to turn in your Professionalism Sheet.
Tardy Procedure

1. If you arrive to class after 7:55 am or 11:55 am, you are tardy. Please do not disrupt the class.

2. Please go to the attendance office and get a tardy slip.

3. Please take your seat and quietly complete the beginning procedures if it will not disrupt the class. If a presentation is taking place, please focus on the instructor.

4. Staple your tardy to your Time Sheet and make a note on the Comments Section as to why you were late.
Sign-out Procedure

1. This procedure is to ensure that all students are accounted for during an emergency.
2. When leaving the classroom for something other than scheduled breaks, obtain the instructor’s permission.

3. Fill in all the designated spaces on the Check Out/In Sheet when leaving and coming back into the classroom. 
Attention Procedure

1. During independent and group study times the instructor will acquire your attention with a request (such as a raised arm or flashing a popup on your screen).

2. When the instructor requests your attention, please stop what you are doing and focus on the instructor until the announcement is concluded.
Sign In/Out Sheet Procedure

1. Please complete the sign in/out sheet as directed above. Signing in and out will be part of your Daily Grade.  
2. Be sure to sign your name. Falsifying records is prohibited and will result in loss of Daily Points. 

3. If not leaving on break, please write your destination.

Daily Professionalism Sheet Procedure

1. Please use this procedure to properly complete the Daily Professionalism Sheet. The completion of the Daily Professionalism Sheet will be the method for awarding your Daily Professionalism Grade.

2. Daily Professionalism Sheets are to be picked up the first class day of the week and turned in the last day of the week. They are to be kept in your binder. 
3. Place name and dates on the daily grade sheet. Fill in the areas marked Date, Daily Goals, Comments.

4. Write “No Class” in Daily Goals area if class is not in session. If you were absent, write “Absent” in Daily Goals area. Make a comment as to why the tardiness occurred in the area marked comments. Staple tardy slip to the Professionalism sheet.  You will only receive 8 point for any day that you are tardy.

5. Thursday is Professional Dress Day.  Please consult your agenda for proper attire.
6. The instructor will need to award points daily, so be sure that you speak with the instructor about the Daily Professionalism Points before you leave class.

7. If the daily grade sheet is not turned in the last class day of the week, it will result in the grade of zero (0) for the entire week. 
Student Workstations and Folders

1. Each student will be assigned a workstation. It is your responsibility to keep it clean and neat. 

2. Do not store food or drink in your file drawers.

3. Always push your chair in when getting up.

4. Be courteous to your neighbor.
5. Each student will have a student drawer with folders assigned to file your papers. AM students will use the top drawer of the workstation. PM students will use the bottom drawer of the workstation.
6. Do not snoop in other student’s drawers or files.
Independent Study Procedure

1. Most of the LAPs will be done during class. If using the computer, wear your headphones when needed.

2. You may listen to music during independent study periods. You music choice must not be questionable. Your neighbors must not be able to hear the music.

3. If you should finish an assignment early, you must remain on task. If you do not have another assignment to work on, please see your instructor.
Assignment Procedure

1. All LAPs must include your name, section, date, and name of assignment.
2. All LAPs will have due dates. Make sure to read the assignment and know the due date. If not listed, LAPs are due on the test date for that course.

3. LAPs must be typed. 
4. LAPs will be turned in to the inbox. Make sure that your work is in order as listed on the LAP. 

5. Once LAPs have been turned in, they may not be retrieved without the instructor’s authorization and until the grade has been entered into the grade book.

Presentation and Group Procedures

1. Activities may be completed in assigned groups. In the workplace, you will interact with many different personality types and varied group work will give you’re the opportunity to practice the skill of team work.

2. Please raise your hand and wait to be acknowledged if you have a question or comment during a presentation period.

3. During presentations and demonstrations, your instructor will ask questions. Please be prepared to answer the question, but do not do so until asked. If you know the answer or would like to add to a discussion, please raise your hand.
Challenging Answers

1. If you feel that a question on a LAP or test is scored incorrectly, you may present this to your instructor for review using this procedure.
2. Write or type the question information (LAP or test #, and question or page #), and the answer given by the answer guide or the instructor on a piece of notebook paper.

3. On the same paper, include what you think is the correct answer and why you believe that (documentation required). Turn the challenge paper and assignment or test into the inbox.

Returning from Absence

1. If you have been absent from class and did not speak to the instructor, please do so before class begins.
2. In the workplace, you will give the reason for your absence; the same will be expected of you in the classroom.

3. YOU must call (918) 828-2147 before the beginning of class not a spouse or guardian, but YOU. 

4. You may also email me (angela.duranttyson@tulsatech.edu).

5. Parents and or guardians need to call the attendance office at (918) 828-2120.

6. Check your student binder for any notes or LAPs.

7. Make preparations to make-up test if needed.
Testing Procedure

1. When testing, clear everything off your desk.
2. You must make 70% or higher to pass a test. If you do not make a 70% or better, then you must retake the test. 

3. You may retake a test only three times. 
4. Try not to miss a test!! But should you….

5. Notify the instructor as soon as you know that you will be missing a test. If prior arrangements are not made, you may lose 10% of the test grade.

6. Make arrangements to take the test. It is possible that you may take it before class or during lunch. 

Correcting Procedure

1. You will be checking most LAPs before the instructor grades it.  In these cases, it is not about getting the work done or about the grade, it is about understanding the material.
2. Please present the LAP to the instructor to ensure completion, and obtain authorization to use the answer guide. Ask the instructor any questions that you have about that LAP.
3. Correct mistakes using red ink; write the correct answers on your paper. Put the number of corrected items in red ink on the top of the page
4. Turn in the assignment at the completion of the LAP.
Guest Speaker Procedure

1. There will be times during the year when we will have guests speak to the class on various special topics or tour groups.
2. Please remember that the guests are taking time out of their schedules to add to your education. Always be polite and courteous to these guests.

3. Anytime that there is a guest speaker, or one of your fellow students giving a presentation, please give them your full attention!

4. When the speaker has finished the presentation, give them a hand and remember to thank the speaker for their time.
Equipment Repair & Supply Request Procedure

1. If a piece of equipment is found to be broken or not functioning properly, please notify the instructor ASAP.

2. Check within 3 days to see if the item has been sent for repairs or what action has been taken to correct the problem.
3. If a supply item is found to be out of stock or in low supply, please notify the instructor ASAP.
Extra Credit Jobs
1. Throughout the program, students will be asked to assist the instructor with classroom management tasks. 

2. This will help you to prepare you for supervisory roles in the workplace. 

3. Complete tasks on “Professionalism Sheet” and any other as assigned. (See the following).

4. Your duties will be part of your Daily Grade and points may be deducted if duties are not satisfactorily filled. Likewise you may receive additional points for an exceptional job.
Procedure for Voicing Complaints or Concerns

At different times throughout the class, you may disagree with a decision, disagree with actions occurring in the class, or have a concern. These complaints or concerns are important and we do not want these to be ignored. Please follow the procedure below to correctly voice a complaint or concern. This procedure MUST be followed. If you do not follow this procedure, no action will be taken to resolve the complaint or concern. The form must be completed in its entirety for your petition to be placed under review. Thank you for handling all situations in a professional manner.
1. THINK about your concern or complaint. Is it truly valid, or is it something that is just bothering you today? 
2. If it is valid, then please complete the appropriate form, make yourself a copy, and give the original to your instructor. You will receive a written reply within 10 days. Thank you!
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