WORLD LANGUAGES DEPARTMENT  --  ST. JOHN’S HIGH SCHOOL

Mr. Duggan

CLASSROOM PROCEDURE

1. 
Class:

· Be Respectful...of yourself, of others, of the school / classroom environment

· Be Responsible...that means come to class on time;  come to class prepared with books, notebook, writing implement (you will not be allowed to go to your locker once class begins and detentions may be given to students who do not have all materials with them for that day’s class);  always do your homework.


· Be On Task...staying on task means using Spanish in class and working on Spanish, not any other subject;  it means not being afraid to make mistakes -- mistakes are good. Cell phones and graphing calculators are not allowed at any time.  If used in class, these materials will be confiscated.  Students will not be allowed to leave the class for any reason, including using the bathroom.

(All policies in the St. John’s Parent / Student Handbook apply in class, and all students 

are expected to abide by the St. John’s Honor Code on Academic Honesty and Integrity.) 

2.
Homework:


Homework includes written assignments and studying.  It will be assigned daily and will be collected and checked periodically.  Late or incomplete homework will not be accepted unless the student was absent, in which case it is the student’s responsibility to show me the homework.  When absent, students should check any assignments missed, and turn them in within one week of the absence.  Each student will receive a homework grade each term, based on the number of assignments for the term.  Homework will be completed on a clean sheet of notebook paper, with the correct heading for each assignment.**  Assignments that do not meet these requirements will receive no credit.
3.
Tests / Quizzes:


Unit and / or Chapter tests will be announced a few days in advance.  Frequent quizzes will be given throughout the term and may be both announced and unannounced.  Missed tests or quizzes must be made up within one week of the student’s return to school.  If it is not made up within that time, it will become a “0” in my grade book.  If the student is aware of the test, but is absent the day before a test is given, he will be required to take the test with the rest of the class.  You should record all of your own grades if you want to know where you stand in my class.  Grades are done 8 times a year.  I will not do current averages at any time.

4.
Notebooks:

Each student should have a spiral notebook with perforated pages.  Notebooks should be complete, 
neat, and organized, including all class handouts.  Notes and homework are to be done in different 
sections of the notebook.  Be sure to include the date each time we take notes, and be sure to date each 
homework assignment.**    Students will keep the Prayer Sheet inside their notebook at all times.  
Your notebook is to be used only for Spanish class.  Notebooks may be spot-checked and assigned a 
test grade, and if there are notes from any other class in your notebook, you will lose points.  Also, 
loose papers do not constitute a notebook.    (If it is important enough for me to write down, then it is 
important enough for you to write down.)
5.
Projects:

Projects may be assigned at least once a semester.  These projects will be graded, and will receive a test grade.  

6.
Compositions:

Written compositions will be done throughout the year.  Compositions must always be typewritten, double-spaced, and may not include any word(s) in English.  A composition not meeting ALL requirements will be returned and receive no credit.  Each composition will be graded as a quiz.  You must have 3 different colored highlighters for completing compositions  --  pink, green, and yellow.  (It is recommended that each student also own a Spanish-English dictionary.)
7.
Grading:


Tests  -  30%


Quizzes  -  30%



Homework**  -  20%

Participation  -  20%
8.
Extra Credit:


Extra credit will not be offered.  There is ample opportunity throughout the year to do 

well in Spanish class.

9.
Extra Help:


Extra help is offered in room 406 on Tuesday and Wednesday afternoons, or by appointment.
Dear Parents:

One of your son’s first homework assignments in Spanish class this year is to return this signed form to me.  We spent a good part of the first day of class going over the outline of class rules / expectations and I have answered any questions about it.  I ask that you also read the outline and sign below, underneath your son’s signature, indicating that you have read through our class procedures.

Thank you,

Mr. Duggan

“I have read this outline and understand what is required of me / my son in this class.”

Student’s Signature:







Date:




Parent’s Signature:







Date:
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