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Tulsa Technology Center – Peoria Campus
Legal Office and Project Management Services
Policies and Procedures Addendum
Instructor:  Mrs. Angela Durant-Tyson
Your choice to enroll in Tulsa Technology Center – Peoria is a step toward setting and attaining goals for a better future.  You will be presented with many challenges and be given many tools to overcome them.  Your tenure here requires that you be responsible and take responsibility for many things including your learning.  This includes continually working on something productive.  Learning Activity Packets (LAPs) and Assignment Sheets are designated to allow you to work independently throughout a designated time period.  Each subject area has been placed in a sequence.  You are to follow this sequence by completing each LAP and/or Assignment Sheet for that course.  Once an area is complete, continue on to the next area of study.  LAPs are located in the TTC shared drive for this class.  You are responsible for keeping track of your grades and knowing what areas you have covered.  These policies are presented to you so that you will have a safe and clean environment to work in.

ID BADGES
Your ID Badges are to be worn at all times.  Have your ID on before you enter the room.  IDs must be worn where they can be seen.  You will not be able to leave the Pod area unless you have a badge.  You will not be able to go to break unless you are wearing your badge.
TARDIES
I take attendance as soon as the bell rings (7:55 am & 11:55 am).  If you are not present when the bell rings, you are counted absent. Do not enter the classroom if you are tardy until you have gone to the attendance office for a tardy slip because you will be counted absent for the whole class session.  
REPORTING AN ABSENCE
If you are absent, you have an opportunity to earn up to three (3) points by calling me (828-2147) before the beginning of class.  If I am not available to take your call, be sure to leave a message through voice mail.  To receive the full three points YOU must be the one to call – NOT a parent or friend.  Points are awarded for attitude, dependability, and cooperation.  This call from you is a part of the Legal Office and Project Management Services curriculum and allows you to notify me of your absence as you would an employer.  In addition, your parent/guardian must notify our attendance office (828-2120) of your absence.  Points will not be given if you do not call me.  I log all incoming calls.
CLASS DISMISSAL/LEAVING CLASS
I will give you what I call a “two-minute warning” so you have time to log off the computer and clean up your work area. You many not leave the class for break or at the end of class until I have dismissed you.  You are to remain in your seat until that time.  Standing up and waiting on the bell or gathering at the door is not acceptable.  This is not an employable trait.  All materials and books must be placed in their proper places, all trash must be cleaned up around your desk, and your chairs must be pushed in before you leave.  During class time, you may not leave the class without first securing permission from and notifying your instructor (unless going to the restroom).  You must sign out before leaving and in again upon your return if you leave before break or the end of class.  
GAMES/INTERNET
Games are not to be played in class.  You are here for an education, not to play.  While in class, it should only be used for completing work which requires the use of the Internet.  If either of these events occurs, you will lose your professionalism points for the day.  Using Chat programs is prohibited as well as downloading of any files to your computer without the express consent of your instructor.  Continued refusal to follow this rule will result in your being sent to the main office where you will be dealt with according to TTC policies.  This may include a discipline referral and possibly being put on a probationary contract.  
HEADPHONES/MUSIC

Listening to music during class time is allowed a long as your neighbor and/or instructor cannot hear it also.  Headphones will be checked out as they are needed for the curriculum.
DRESS CODE
NO hats are to be worn inside the building.  If asked to remove your hat, comply and realize that you cannot wear hats unless they are a part of a uniform on the job.  You should review the Student Dress Code section in your Student Handbook on page 30.  Failure to follow the dress code will result in loss of professionalism points for the day.  In addition, you will be sent to the office so that you may have someone bring you appropriate clothing to wear.  
DAILY WORK/PROFESSIONALISM
In the filing cabinet, you will find a folder with Professionalism sheets.  Each week, you must fill out a Professionalism sheet.  For each day in class, you will earn 10 points.  On Thursday an additional 5 points will be awarded to those students who are professionally dressed.  Each Monday, fill in the top left part of the sheet.  Then, each day you will list what you accomplished during class.  Graded Professionalism sheets are to be kept in your class notebook.  Professionalism points are 20% of your nine weeks and semester grades.
FOOD & DRINKS
Do not take food out of the cafeteria.  Please use your break times to consume food.  Drinks are okay as long as it has a lid and is not on the desk.  We are trying to keep this facility as clean as possible.  Thank you for your cooperation in this matter.  
TESTING
As you complete assignments and LAPs, you will take tests to measure how much of the materials you are retaining.  You must pay attention to your lessons and concentrate so that you can pass your tests.  If you feel that you are not ready for a test and it is the next item on your assignment sheet, we will discuss it, and you may receive permission to go to the next exercise or LAP and take the test the following day that you return to class.  Skipping a test without permission will result in a zero for that test.  If you are taking a test, a TESTING TENT must be placed on your monitor.  This shows other students that you are testing and that you should not be disturbed.  Failure to use a testing tent while taking a test will result in a 10-point deduction on that test.  All written tests are to be taken at the tables next to or behind my desk.  NO talking while taking a test.  Graded tests and quizzes must be returned to me after you look them over.  If you have questions, please do not hesitate to ask for an explanation.  Keep track of each of these grades.

CERTIFICATION
You will be required to pass several BrainBench tests.  After successful completion of a test, please print a copy of your transcript for me.  If you do not print out a copy of your transcript, the campus registrar will not give you credit for this requirement and you will not get your certificate.

SUBSTITUTES
When it is necessary for a substitute to be in the class, you are expected to treat him/her with even more respect than you show me.  Substitutes will be taking notes of bad and good incidents to be turned in to administration.  You are to work the entire time they are here.  You may NOT engage in inappropriate activities such as sleeping, playing games, excessive talking, etc.  If any inappropriate activities occur during my absence, the loss of break time for one week will be imposed.  If you need help, ask the substitute first, if he/she cannot help, ask a classmate who is working on the same course as you.  No tests will be taken in my absence unless I write instructions in the substitute’s notes.
RESPECT
You are to respect yourself and others at all times.  If an adult comes into the class, do not interrupt us while we are talking.  Hold your questions and I will aide you when we are finished.  Go on to the next activity or question until we have completed our business.  How you act or react to situations will determine how people perceive you.  Taking responsibility for your actions is a part of becoming a good employee.  Live up to the high expectations that Tulsa Technology Center has for you.
By signing below, I acknowledge and have been made aware of Mrs. Durant-Tyson’s policies and procedures.


You will receive a grade for having this signed by you and a parent/guardian.  Please return to me.









_______________________________				_________________________


Student Signature						Date





_______________________________				_________________________


Parent/Guardian Signature					Date











