Señorita McManus’ Classroom Policies and Procedures
Contact Information: 

Room #      -Language Lab 

Email:  smcmanus@mansfieldschools.com
Website:  http://www.quia.com/pages/smcmanus.html
This handout will help students to better understand what is expected of them in class.  Students are asked to read it carefully then share it with their parent(s) or guardian(s).  After both have become familiar with its contents, they are asked to read, sign, and return the form that signifies that they have read and accepted these guidelines.  Students are asked to keep this handout in their binder so that they may refer to it throughout the year.  
Queridos estudiantes,

Bienvenidos a nuestra clase de español y un año nuevo!  I’m so glad that you are here.  I am excited to be your teacher this year.  The goal of this course is to develop and improve your reading, writing, speaking, and listening skills in Spanish.  We will also seek to increase your knowledge of Spanish-speaking cultures around the world.  I love speaking Spanish and I know how useful it is in today’s world.  My hope is that each of you will come to appreciate the importance of studying Spanish too.  I am looking forward to a challenging, productive, and fun-filled semester!  

First let me introduce to you three very important things that I strongly believe and that I hope you will come to believe as well.  They are:

                1) LEARNING A FOREIGN LANGUAGE IS IMPORTANT.

                2) I BELIEVE IN YOU.  I KNOW YOU CAN DO IT.

                3) I WILL DO ANYTHING I CAN TO HELP YOU SUCCEED. 
You have already learned one language so I know you can learn a second one too!  I am always here to help you, guide you, and encourage you so that you can achieve your very best in Spanish.

I can try my best to set up educational experiences for you, but in the end you must decide whether you will take responsibility for your own education.  You are not in school for your parents or your grade.  You are here to become an educated person.  I wish you the best of luck and look forward to getting to know you.
Cordialmente,

Señorita

Classroom Procedures:

· Respect and Courtesy:  How do I expect you to behave in this class?  How do I expect you to act?  As adults.  I will not tolerate any behavior that is disrespectful towards our classroom or each other.  It is expected that all members of this class interact using courtesy and respect.  When asking a question, please raise your hand and wait to be recognized. Have respect for each other, yourself, me, our classroom, and even for people who are not in our class (i.e. homophobic, racist, sexual comments etc have NO place in our class!!!!) Any inappropriate language will result in an automatic detention.
· Supplies and Preparedness:  Students are expected to arrive to class on time with the materials needed to be a productive student:  a pen or pencil, a 1 ½ “ three-ring binder, 4 dividers inserted in the three ring binder, loose leaf paper, the required texts and/or workbooks along with completed assignments.  Students will not be permitted to go to their lockers to retrieve missing items during the class period.  Coming unprepared to class will negatively affect your class participation grade.
· Classroom Rules:  
1) All students should be in their seats, have supplies out on their desk, and be prepared to start class before the bell rings.  All homework should be in the homework tray or no credit will be given.  All tardiness will result in a detention.  

2) Use of the restroom and water fountain is expected to happen during passing periods and not during class time.  Students will only be permitted to use the restroom during absolute emergencies.

3) There are no backpacks permitted in class.  

4) There is absolutely no food/drinks/gum permitted in class.

5) Students are expected to be polite and respectful at all times.  

· Discipline:  Students violating any classroom policy or procedure will be disciplined with warnings and/or detentions as follows:



1)  Warning

                      2)  Stay after class to speak with me.

                      3)  20 minutes after school.

                      4)  30 minutes after school, parents will be notified

                      5)  Sent to the office
· Grading Policy:  
A student’s final grade will be weighted as follows:



*80% Term Grade Average

                      *20% Final Exam Grade

35% Tests- Tests will be given after each Chapter.  Tests will be announced several days prior to the proposed date.  Long-term projects will count the same as a test.

30% Quizzes- Quizzes may be unannounced and are given on a frequent basis.  Daily study of vocabulary and class notes is expected.  Weekly writing assignments will also be counted as quiz grades.
15% Classwork & Participation- In order to learn Spanish you have to speak it.  The more you practice the better you will get!  Participation is an important part of our class.  I will keep track daily of each student’s class participation.  Attitude, behavior, and effort can all greatly influence a student’s participation grade.  All classwork is expected to be done with effort and care or no credit will be given.  
20%Homework- You will begin each term with 60 homework points.  Three points will be subtracted from this for every missing assignment.  (Therefore a student who misses 3 homework assignments will end up with a B for a homework grade.)  Homework will be assigned daily and only accepted on time.  Homework must be in the homework tray before the bell rings in order to be considered on time.  All nightly assignments include written assignments as well as vocabulary study and verb review.  All work is to be written in complete sentences!  Even when an exercise asks to fill in the blank with the correct word or verb, the student must copy the entire sentence.  In this way, a student can practice the correct spelling of vocabulary and the proper use of grammar.  Homework should be dated and kept in the homework section of your binder.
· Absences:    If a student is absent it is their responsibility for making up all of the work assigned, including classwork.  I will not remind students of make-ups…..it is the student’s responsibility!  Our class has a make-up work binder where you will be able to find an outline of what was done in class that day as well as extra handouts.  Please see me on the day of your return to school with any questions.  
· Make-up Policy:  A student who has been absent has as many days as was the absence to make up the work (ie if gone for two days and missed an exam, the student has two days to make up the exam).  It is the student’s responsibility to check the make-up work binder to find out what work he/she missed and arrange a time after school with me to complete the missed test or quiz.  Failure to do so will result in a zero for the assignment.  
· Extra Help:  With the exception of days on which I have a meeting or other obligation, extra-help is available every day after school (1:50-2:30).  If a student is not available to meet during that time, then an appointment can be made.  I encourage students to stay as often as necessary.  Students should come for extra-help when they are having trouble or would like to review a certain concept.  
