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Course Syllabus--Policies & Procedures
2016—2017
Ms. Angela Outland
Room 310
	Work Phone:  381-3820 Ext: 1310
	Office hours:
A Day: 9:00—10:00
B Day: 12:00 – 1:00

	E-mail: angela.outland@fayette.kyschools.us


	Web Office Hours:  Any time by E-mail.  I will make every attempt to respond to an email within 24 hours.


	


**This document subject to revision as needed**

Multimedia Publishing/Internet Graphics
Course Syllabus

COURSE DESCRIPTION:
This hands-on course applies publishing and presentation concepts through the development of sophisticated digital documents and projects.  These documents include, but are not limited to, photographs, video and video editing, brochures, bi-fold programs, catalogs, newsletters, flyers, business forms, graphs, web pages, on-screen presentations, and video productions.  Equipment such as scanners, digital cameras, video cameras, and color laser printers, may be utilized in creating the documents.  Formatting, editing, page layout, and design concepts are taught.  Distribution ready publication standards are applied to all projects.  Students will develop communication skills, problem-solving techniques, cooperative learning, and interpersonal skills.  Leadership development will be provided through FBLA
PREREQUISITE:  Computer and Technology Applications I
GOALS AND OBJECTIVES—upon successful completion of this course, the students will be able to:
· Use industry-standard hardware and software components of a multimedia publishing system such as digital cameras, scanners, & video cameras.

· Compose and design effective business publications and documents.

· Develop multimedia presentations (slide show, video, audio, etc.).

· Use software to create and edit video files.

· Use software to create and edit 

· Demonstrate the ability to use the Internet.

PROGRAM OF STUDIES—this course will cover practical living and vocational studies core content and Program of Studies.
CELL PHONES and ELECTRONIC DEVICES
The cell phone policy

· Silence phones and put them away unless we are using them for class. 

· No texting or talking on cell phones during class. Doing so is a disruption and will be treated as such. 
Personal electronic devices may be used by students during the school day with teacher permission, for instructional purposes. Sharing data between students via cable, peer-to-peer networking or infra-red during a classroom activity is permitted only with teacher approval.  Devices shall not be used in a manner that disrupts the educational process, including, but not limited to, posing a threat to academic integrity or violating confidentiality or privacy rights of another individual.  Exceptions to this policy may be made by the principal on a case-by-case basis.   

At no time shall a student have possession of a laser pointer device while on school property, school bus, or while attending a school-sponsored or school-related activity.   

GRADING POLICY

Your final grade will be based on THREE major categories: Formative, Summative and EOC Assessment/Final Exam. 
1. Formative (50%).  This includes practice assignments, review or assessment of work covered in a single class block. Typical examples include:  Daily activities, Bell work, Exit slips, work completed in a single class meeting, an open response practice question, quiz over material taught in a single block and participation points earned in a single class block.


2. Summative (35%).  This category contains assignments that include work that assesses or is the culmination of several days of class instruction or preparation. Examples include: unit tests, class presentations or performance (individual or group), projects, paper resulting from the full writing process, and quiz or binder/notebook check that covers several days of material. 

3. EOC/Final Exam (15%). This category contains projects and/or a cumulative final exam. 
	92-100
	=
	A

	83-91
	=
	B

	74-82
	=
	C

	65-73
	=
	D

	0—64
	=
	F


During class, students may access Infinite Campus to check current grade status for Mrs. Outland’s class. A printed grade sheet will be provided upon student request. 
SUPPLIES NEEDED FOR CLASS (These are used daily)
· Pencils (If you use mechanical pencils, make sure you keep a supply of lead).

· Two-inch three-ring binder—No Trapper Keepers
· Loose-leaf paper (wide-rule or college rule:  Your choice)

· USB Flash Drive OR external hard drive
· 10 tabbed dividers

· Large box of tissues
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MRS. OUTLAND’S CLASS RULES AND EXPECTATIONS

While in my class, I expect that you will:
1. Come to class on time with the needed supplies.

2. Please leave food and drink out of the room.
3. Show respect--Keep hands, feet, and inappropriate comments to yourself (ZERO TOLERANCE!!!!)

4. Keep personal grooming items in your bag. 
5. Stay alert in class.

POSSIBLE CONSEQUENCES FOR CLASS DISRUPTIONS
Consequences for non-compliance of class expectations may include, but not limited to, one or more of the following:
	Verbal warning
	Contact parent/guardian
	After class conference 

	Contact guidance
	After-school detention
	Contact coach or club sponsor

	New seating arrangement
	Parent/teacher conference
	Referral to Administration 


Severe and/or dangerous behavior will lead to law enforcement being called and the student escorted from class.

WHAT I EXPECT FROM YOU:
1. Respect—for me and for others

2. Maturity—You are high school students, please act like it.

3. Don’t talk if it is not time to talk

4. Stay awake—Ms. Outland will wake up students!!.

5. Do not disrupt class—If a student needs attention; attention will be given at the appropriate time.

6. Participation—If a student doesn’t do anything, the class will not be enjoyable. 
7. Have fun!!—This is not meant to be a painful class!

	KEYS TO SUCCESS IN MY CLASS
1. Respect

2. Participation

3. Maturity

4. Do your (completed by you) work!

5. Keep up with your notebook
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BULLYING/HARRASSMENT—ZERO TOLERANCE!
Bullying or any type of harassment will not be permitted. Any form of harassment or bullying will be reported to administration and/or law enforcement immediately.
HARASSMENT--Name calling, stories, jokes, pictures, or objects that are offensive to one’s gender, race, color, national origin, religion, or disability.  Unwanted touching and sexual advances are considered harassment. 
BULLYING—intentional, repeated hurtful acts, words or other behaviors that involve an imbalance of power. These may include—name calling, teasing, threatening, social exclusion, and cyber bullying.  CYBER BULLYING—refers to the use of Information and Communications Technology, especially cell phones and the Internet, deliberately to upset someone else. Cyber bullying is a method of bullying. Cyber bullying can include a wide range of unacceptable behaviors, including harassment, threats and insults—actions meant to cause harm. 
CLASSROOM PROCEDURES
Are you a bit unsure of how to get the teacher’s attention?  Embarrassed because others may laugh at you if you do the wrong thing?  Welcome to the club!!  We all feel that way at some time.  This is the reason it is good to know what is expected of you in class.  By knowing the procedures, you will be happier in the classroom.

What are procedures?  Procedures are not rules!  A procedure is a method or process for getting things done correctly and quickly.  
Why use procedures?  Procedures are a part of life and the workplace.  We follow procedures for using a telephone book, driving a car, playing sports, sending a text message, learning a new job, or boarding a plane.  The reason we have procedures in life is so that people can function in society knowing the acceptable and efficient ways other people do things.  There are also procedures in this classroom.  These procedures establish our classroom culture.  This handout contains the procedures needed to maximize your class time and to make your work the most efficient.  As the need arises, I will give you additional procedures sheets.  Please put this procedures handout and all future procedure documents in your “notebook”.

PROCEDURES FOR ENTERING THE CLASSROOM
1. Enter quietly.
2. Get a copy of the daily agenda

3. Get daily “Bell Work”

4. Get notebook from the assigned location. 
5. You are expected to have all materials and be sitting in your seat when the bell rings. 

PROCEDURES FOR COMPLETING BELL WORK
1. Bell Work is short introductory or review activities that are given daily.
2. Get bell work from the tray as you enter the room.

3. Bell work is to be completed within 5-10 minutes.  

4. Work on the Bell Work until finished or the teacher has asked you to stop.  

5. If finished early, follow directions on the Daily Agenda for submitting this work.

PROCEDURES FOR WHEN YOU ARE TARDY TO CLASS
Don’t do it!! BE IN YOUR SEAT when it is time for class to begin.  Tardies are kept and will result in a detention. Punctuality to class is expected.  

· Be in your seat when the bell rings.  

· Tates Creek HS procedure on tardies will be followed.

·  1st Block report to Tardy Table in front hall. 

·  2nd -4th Blocks report to class and the teacher will mark you tardy.
LOCATING DAILY ACTIVITIES AND ASSIGNMENTS
1. As required by administration, the class Daily Agenda will be written on the board each day.

2. Students will receive a detailed copy of the Daily Agenda at the beginning of each class.

3. Bell Work and Do Now instructions will be provided on the agenda.
4. Pay special attention to the “Do Now” statements.
5. Due dates, class activities, lessons, and objectives are listed on the class agenda. 
USING THE HALL PASS—LEAVING THE ROOM WITH PERMISSION FROM MRS. OUTLAND
To reduce interruptions during class, the number of hall passes given will be limited.    
 IF permission is granted, do the following:
1. Put loose papers or personal items inside your binder so that they will not “disappear” while you are gone.

2. Fill out the “Hall Pass Sign Out Sheet”.  
3. Take Mrs. Outland’s hall pass with you.  DO NOT LEAVE THE ROOM WITHOUT THE HALL PASS.

4. Upon returning to class, sign back in by listing your return time.
5. Return the hall pass to its designated area.
PROCEDURE FOR DISMISSAL AT THE END OF CLASS 

1. I DISMISS THE CLASS!!  NOT THE BELL! The Bell is a reminder for teachers. 
2. Before dismissal all students must be in their assigned seats and the area around his/her desk must be clean.  You are responsible for this area.
3. Remain at your seat until I dismiss the class.
4. We do not line up at the door before class dismissal
5. Exit the room quietly and calmly.
ASKING A QUESTION OR MAKING COMMENTS DURING CLASS DISCUSSIONS

Relevant questions and comments are encouraged during class discussions and lectures.  However, this must be done in an orderly fashion to maximize learning time.  Ten people talking at once will yield no positive results.  If you have a question or have a comment please recognize the following procedures:

1. Raise your hand. Do not yell out my name (your request will be ignored if this is done).

2. When I call your name, please ask your question or state your comment.
a. Off-hand questions or rude comments will be considered a class disruption and will be treated as such.
STUDENT BEHAVIOR DURING INSTRUCTION TIME
When class is in session and I am talking or giving instruction, it is important to listen and pay attention to what I have to say.  When I am talking please do the following:

1. Listen carefully to what I have to say.
2. Give me your full undivided attention—don’t talk to other students.

3. Remain in your seat—don’t get up to hole punch papers, throw way papers, or ask a fellow classmate for pencil lead. Be prepared to take notes—I will grade class notes.
TURNING IN ASSIGNMENTS
1. Make sure all assignments have the correct heading. 
2. All assignments are to be placed in the proper class tray—each class tray is labeled. 
3. Do not throw your papers on the teacher’s desk; these will not be graded.

4. Major assignments and unit tests will be taken directly by the teacher.

TURNING IN LATE or MISSING ASSIGNMENTS
1. You are expected to submit assignments on the due date.

2. Due dates for assignments will be announced or indicated on the assignment’s rubric.
3. Points will be deducted for assignments submitted late.  Make sure the assignments have the correct heading. Late assignments should be placed in the correct class “Make-Up Work” folder

HOMEWORK
If time is used wisely, most assignments can be completed during class. However, if a student doesn’t use the allotted time to complete an assignment, he or she will need to finish the work outside of class. 
Some short assignments such as iSchool, Wordpress, Turn It In.com, newspaper articles, surveys, questionnaires, and worksheets will occasionally be assigned for students to complete outside of class. 

PROCEDURE FOR RESPONDING TO MY REQUEST FOR ATTENTION
1. The teacher will stand in front of the class, and loudly say, “Class, I need your attention please.” 

2. When students hear the sound for attention, students will do the following:

a. Eyes on speaker

b. Quiet

c. Be still

d. Hands free

e. Listen!!!  Be ready for instruction.  I will have something to say.

PROCEDURES FOR WHEN A STUDENT IS ABSENT
If you are absent it is your responsibility to get the missed work when you return. Please do the following when you return to school:
· Check www.mrsoutland.weebly.com. Open the daily agenda file.  Read the agenda and complete the assignments.  Copies of work can be found on the website. 
· Check your personal student folder for returned work or papers.

· Check the “Absent Folder” for needed bell work, handouts, etc.
· Complete the assignments and place in the “Make-up Folder”.

· Turn in absent work as per school policy.

IT IS YOUR RESPONSIBILITY TO GET AND COMPLETE MISSING ASSIGNMENTS!

CREATING A HEADING FOR YOUR PAPER
EXAMPLE OF HEADING

	Matthew Cross
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1. All information should be neatly written in the upper right-hand corner of ALL assignments.

2. Include the information in the following order:

a. First Line—Your name (first and last)

b. Second Line—Class name and hour

c. Third line—Name of the assignment

d. Fourth line—Current date

3. Include all information even if the information is in the title of the assignment.

4. Papers with no heading or improper heading will be returned for correction.

FBLA—FUTURE BUSINESS LEADERS OF AMERICA!

FBLA stands for Future Business Leaders of America. It is a National professional student organization that is a large part of this class. All students are encouraged to join FBLA!
FBLA has three main aspects:

1.
Social—We do activities to get to know each other and have lots of fun!

2.
Professional—We learn new things about business, attend conferences, and work on job skills.

3.
Community Service—We give back something to our school community and the community in which we live. 

What does FBLA do?
· Promote competent, aggressive business leadership. 

· Understand American business enterprise 

· Establish career goals. 
· Encourage scholarship. 
· Promote sound financial management. 
· Develop character and self-confidence. 
· Facilitate transition from school to work. 

To accomplish these goals, FBLA-PBL holds conferences and seminars; sponsors a competitive awards program; produces national publications; and provides scholarships, programs, and other services for its members.
Conferences and Seminars: FBLA-PBL sponsors conferences and seminars for members and advisers including the National Leadership Conference, five National Fall Leadership Conferences, and a training program for state and local officers and their advisers. 
Awards: FBLA-PBL's National Awards Program recognizes and rewards excellence in business-and career-related skills. By participating in the competitive events at the state and national levels, students gain practical experience in goal setting, planning, and plan implementation. 
Publications: FBLA-PBL produces several practical and informative publications for its membership, including Tomorrow's Business Leader, PBL Business Leader, FBLA Advisers' Hotline, The Professional Edge, and The Middle Connection. 
For more infomation on FBLA please visit the national website at http://www.fbla-pbl.org/ .

(Courtesy of the National FBLA-PBL website)
COURSE/SYLLABUS CHANGES
This course syllabus/procedure handout is a work in progress.  It is subject to change based on the needs of the students and other school requirements.  Any changes in the course schedule, guidelines, procedures, and requirements will be at the discretion of the instructor.

TO THE STUDENT
Please read this document carefully.  It was developed in order to give you a clearly defined description of the course and teacher expectations.  

These are the procedures which you need to follow to maximize your time and learning in Mrs. Outland’s class.  We will practice these procedures during the first few weeks (and otherwise as necessary) until they become a part of your routine.  Thereafter, we will review and practice these procedures as needed.

If you have any questions, please come and see me.

THE GOLDEN RULE:  Do unto others, as you would have them do unto you.

I have read and understand these classroom procedures.  I understand that I (or my child) is expected to follow these procedures so that time and learning can be maximized in Mrs. Outland’s class.
Student Name (please print)_____________________________________________

Class name and Block: __Multimedia______________BLOCK__________________
Student Signature_______________________________________________________

Parent/Guardian name (please print) _________________________________________

Parent/Guardian Signature__________________________________________ Date__________

Parent/Guardian Phone Number ______________________________________________

Parent/Guardian email address (if applicable): ______________________________________
______________________________________________________________________________________
CCRC: Are You a College & Career Ready Commodore?


Are you using personal technology responsibly with faculty/staff permission?


Are you dressed appropriately and professionally?


Are you on time, prepared and following the 10-10 rule?


Are you speaking and acting in a respectful manner?
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