BUSINESS COMPUTER INFORMATION SYSTEMS I (BCIS I)*

Instructor:  Mrs. Claudia Valastro

Room 101

Conference Period:  1:35-2:25
ECHS phone: (409) 296-8148
Welcome to BCIS I!  This class is designed to help students develop technology skills with applications to personal and/or business situations focusing on word processing, spreadsheets, databases, telecommunications, desktop publishing, presentation management, networking, operating systems, and emerging technologies.  The goal of BCIS I is for students to learn how to apply technology in meaningful ways.  In addition, the development of speed and accuracy with the touch-system will be emphasized, as well as proofreading skills.

Although a folder will not be graded in this class, students are encouraged to keep a binder so they will be organized and have it as a resource for studying.  Students will be expected to take notes during class and complete all assignments in class.

REQUIRED MATERIALS:
The following should be brought to class each day:

1.  Personal binder

2.  Black ink pen, pencil & highlighter

In addition, students may bring a compact disc or floppy diskette for backup purposes. 

Students will also need to purchase or provide headphones for usage with computers when working with sound files.  Students will NOT be allowed to listen to sound without headphones.  Headphones will not be stored in the computer lab.  In addition, headphones should NOT be used during instructor’s demonstrations and lectures.

GRADING PROCEDURES:

1.  Daily work, homework, and quizzes

25%

2.  Tests (Timed Writings and Tests)


25%

3.  Production assignments/projects


25%

4.  Six-week exam




25%

Select assignments scored below a 70 may be edited for a grade up to a 70.  (Instructor will announce when editing is applicable or student may ask if not announced.)  Also, opportunities will be given to acquire additional grades in order to help daily average.  (Optional assignments and current events with summarizations.)

Note:  please concentrate on penmanship when appropriate.  If instructor cannot read it, it is wrong.

HOMEWORK:

Because there is NO ROUTINE HOMEWORK required for this class, it is imperative for the student to be in attendance and work productively during class time.  On occasion homework may be assigned, and of course, independent studying for tests, quizzes, etc. will be necessary.  Students are highly encouraged to practice their touch-system technique at home whenever possible.

LATE WORK:

Late work will be accepted; however, it will be penalized 10 points for each day late.  An assignment is considered to be late if it is NOT turned in on time during the class period of the original due date.  Therefore, even if it is turned in on the due date after class, it is considered late.  After an assignment is 10 days late, it will not be accepted and a zero will result.

MAKE-UP WORK:

Students who are absent and return with an excused absence slip will have the number of consecutive days absent to complete their missed work.  For example, if a student misses one day, then they will receive one day to make up the missed work.

It is the student's responsibility to contact me and make arrangements for missed work and/or tests.  Students may be asked to come before or after school to receive missed assignments.

If a student requests their assignments when absent, then the student is expected to have the assignments upon their return.  The allowed make-up time will not be applicable.

Students should not come to class expecting to complete assignments for other classes or expecting to complete assignments from previous class days or make-up work.  If a student is present when an assignment is announced and then is absent on the day of that assignment, they will be expected to complete the assignment on the day of their return.

ALL work must be completed in the computer lab with supervision – not at home.

SAC/AEP:

Students in Special Assignment Class and/or the Alternative Education Program are still responsible for all assignments and instruction in a timely manner.  Because BCIS I has no textbook and relies heavily on teacher instruction and demonstration, SAC/AEP BCIS I students often miss crucial instructional time and are responsible for obtaining instruction/demonstrations before and/or after school while assignment deadlines are still enforced.  It is the student’s responsibility to request assignments when in SAC/AEP.

CHEATING:

Sharing documents/work in any fashion will NOT be tolerated.  A grade of zero will be issued to all parties involved.  The situation will be analyzed and teacher discretion utilized regarding disciplinary actions.

GENERAL INFORMATION:

1.
Classroom policy is to behave with dignity and respect at all times.  This includes respect for self, others, all resources and equipment.  Always listen to the speaker—be it the instructor or other classmates.  (For additional items see Standards for Student Conduct in the student handbook.)

2.
You will have assigned workstations.  Reassignment may be made at the instructor's discretion at any time.

3.
All work submitted to instructor must have proper identification.  Heading should include:  student's name, class period, and date.

4.
If you need to go to the restroom, you should go BEFORE class during the passing period.  There are restroom passes for emergencies only, which is left to the teacher's discretion.  These passes will be given only during student work time and not during teacher instruction time.

5.
There are NO hall passes to locker, phone or office.  Do NOT ask instructor for passes to your next class when you have chosen not to leave on time.  You are responsible for your own time management.  Should teacher hold you, a pass will be given.

6.
When a student has been absent, they should have a class admission slip upon their return.  They should not have to go to the office and acquire the slip.  A tardy will be issued if the student must go to the office to obtain class admission slip.

7.
All high school and district policies will be enforced.  Please review student handbook.

LAB GUIDELINES

1.
Work INDEPENDENTLY, making good use of lab time unless otherwise instructed.

2.
Be CAUTIOUS with equipment, furniture and materials.  Any malfunctions with equipment should be reported to instructor immediately.  Students will be held responsible for damages, inappropriate files, etc. if they do not report the problem to instructor immediately.

3.
Use lab supplies EFFICIENTLY.

4.
NO PERSONAL GROOMING of any kind.

5.
Do not write/mark on any property that is not yours.

6.
DO NOT EAT, DRINK, OR CHEW GUM in lab.

7.
Do not operate THERMOSTAT control.

8.
Follow specific startup/shut down procedures as teacher instructs you.  Always remain in your seat until the dismissal bell rings or until given permission to leave.  DO NOT stand and wait at the door until the dismissal bell rings.

9.
When utilizing the Internet, the AUP will be enforced.  (See student handbook.)  There will be NO participation in chat rooms or messenger services of any kind including network messages.  There should be NO DOWNLOADING  without prior teacher approval.  NO OUTSIDE DISKS allowed without prior teacher approval.  There should be NO willful or intentional disruption of network services, hardware, software, etc.  


Students should honor all users' privacy.  Passwords should NOT be shared.  If there is a need for sharing files, it should be handled through appropriate measures as indicated by instructor.  


The usage of webmail/email services or internet browsing should be limited to ONLY instructor designated times which include before tardy bell rings, before and/or after school, or when student has successfully completed all assignments and no other assignments have been made or are outstanding.  Students who persist in being off task will be monitored and consequences will be utilized.  Games of any kind may NOT be played during class time unless instructor permission is secured.

CONSEQUENCES:

Consequences will be determined based on individual incidents and may include one or more of the following (determined by the severity of the incident):

1.
Verbal and/or non-verbal warnings

2.
After school or Saturday detentions

3.  
Office referral

4.
Parent/guardian contact

5.
Removal from classroom

CONSEQUENCES FOR MISUSE OF INTERNET:

Consequences will be determined based on individual incidents and may include one or more of the following (determined by the severity of the incident):

1.
Internet access terminated until a 3-5 page report is submitted addressing the problem

2.
Internet access with supervision only.

3.
Internet access terminated for a specified timeframe or indefinitely.

4.
Campus administrator determination.

*Instructor reserves the right to modify these policies and procedures as needed.  Notification to students will be made if changes or additions occur.
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