CLASSROOM PROCEDURES
Ms. Lorensen’s Room
Tardies

We will be following school rules regarding tardies to class.  
1st Tardy – you will be notified that you were tardy and it will be recorded

2nd Tardy – you will be notified that you were tardy and given detention warning

3rd Tardy -  you will have to serve a teacher-assigned detention and parents notified

4th Tardy – you will be sent to the office and will probably get a detention

5+ Tardies – you will be sent to the office and probably assigned ISS
Bellwork – Assignments for the day

When you enter the classroom each day the SmartBoard will display the plan for the day.  Please read this carefully so you do not have to ask “What are we doing today?”  When the bell rings, the Bellwork Activity will be shown on screen.  This will usually be 3-5 questions about the previous days lesson.  Answers to these questions should be emailed to klorensen@putnamcountyr1.net
Late Work Policy

This year grades will have to be calculated and turned in more often (every 2-3 weeks I believe). Because of this my late work policy is as follows:

Any assignment previously due that is turned in AFTER grades are calculated will be 
eligible to receive no more than HALF CREDIT.
Class dismissal

Before you leave you must make sure your area is clean and your computer is logged off.  There will be no lining up at the door, and every student must work up until the end of class – no packing up your stuff early.
Absences
When you are absent from class it is YOUR RESPONSIBILITY to ask about make-up assignments.  If you are absent on a test day, the test needs to be made up either the day you return or the day immediately after.  Tests cannot be made up more than 2 days after returning to school from an absence.  
Working in groups
In the business world it is imperative that you can work well in groups.  In this class there may be many opportunities for group work.  When you are working in groups please make sure everyone is on task at all times.  The noise levels should be manageable since you will be working – not chatting.
Using classroom materials
In order to keep the classroom neat and orderly each student must do their part.  If you borrow any sort of classroom materials (books, rulers, etc) please make sure to put it back in its proper location when you are finished.
Turning in papers

There will be a tray on the file cabinet by my desk that is used specifically for turning in papers.  When there are assignments that need to be turned in when finished (ex. Worksheets or Tests) this is where they will go.  
Returned work 
Each student will have a file folder in one of the crates on the counter.  These will be organized by class.  This is where all returned work will be.  You should check your folder frequently for your graded assignments.
Asking a question
If you are confused or just have a question, feel free to interrupt at any time.  You can also stay after class to ask questions, or you can email me anytime about anything.  My email is klorensen@putnamcountyr1.net
School announcements

When the school announcements are being read students are expected to stop whatever they are doing and listen quietly.  Even if you do not want to hear, other students might.  
School drills (fire, tornado, etc)
Students are expected to know the procedures for each school drill.  These procedures are also posted above the classroom door.  Throughout the school year when there are school wide drills, students are expected to behave appropriately and stay in a class group.
Food in the Classroom

Food is not permitted in the classroom unless specifically arranged by the teacher.  School policy states that food and drink is not allowed outside the commons area, so if you bring food or drink into the classroom it will be confiscated and thrown away.
Taking Notes

Taking notes in this class WILL help your grade.  Sometimes I will provide outlines for you to take notes with, and other times you will be expected to talk notes all on your own.  It is to your advantage to take good notes.  
