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ADVANCED COMPUTER SERVICE & REPAIR POLICIES AND PROCEDURES

I will ALWAYS dismiss you.

Please do not line up at the door or open the door until dismissed.

HELP each other put supplies away. Do not leave tools, kits and trash out!
Put your chair back under the desk.

Do not leave trash behind in your area.

Do not shut down the computer unless it’s the end of the day!

Please use the restroom during class changes only.

You CAN NOT go when | am teaching.

If it is an EMERGENCY, one student at a time may go with a signed agenda from me.

You will be timed. Abuse of my kindness will result in the forfeiture of privileges. (i.e. | won’t let
you go if you decide to use a bathroom pass to meet with friends or roam the building. | will just
write you up for skipping class.)

You CAN NOT run errands during class time! This includes going to see other teachers. If a
teacher needs to see you during my class time, they need to email me. If an administrator or
counselor needs you, they will call for you.

Enter the classroom before the bell rings. Go to your seat. Log in to the computer.
Get ALL materials you will need.

Put away cell phones & any other electronic devices

Begin Bellringer Assignment.

Sit quietly and/or read while waiting for instructions.

This classroom is OUR classroom, but there are areas that need to be off limits to students so that |
can teach effectively, you can be safe, and so you can learn. Please:

DO NOT go behind my desk unless | give you explicit instructions to get something for me!
DO NOT touch things on my desk without permission! This includes pens, tape, stapler, etc.
DO NOT go into my cabinets without permission.

DO NOT



ASSIGNMENTS & MISSED WORK

Assignments are due on the scheduled date. Late work will not be accepted. Assignments are
primarily completed within the class period. Students who are present should be able to
complete assigned work in the class time given. If a student is not able to complete an
assignment on time, they are required to meet with me and explain the situation, and we wiill
find a solution.

Make-up Work Policy: Students are responsible for all work missed, regardless of the reason they
are absent. If a student is absent, they must make-up the work within 3 days of returning to
school. If more time is needed, it is the student’s responsibility to see me to make any
arrangements to complete any missing assignments. A zero will be entered for any missed
assignment until an excuse is brought and the assignment is made up. Tests/quizzes must be
made up on the day of return unless arrangements are made with the teacher.

Professionalism Grade: Itis imperative that Tech Crew students maintain a professional
demeanor at all times, especially when interacting with other students, teachers and district
personnel. Students are expected to check the daily duty roster when entering class & report to
their assigned station without having to be prompted. Students are expected to work
independently & to ask for assistance when needed. Students found to be off task, sleeping,
playing games, on a phone or doing other things not conducive to a productive work
environment will have points deducted from their professionalism grade and may be subject to
other disciplinary consequences. Professionalism grades are entered weekly as “CP WEEK X in
PowerSchool.
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I have high expectations of you as student technicians. You are not only leaders in our tech



INTERNET & TECHNOLOGY GUIDELINES

Students must adhere to the technology guidelines as set forth in the ACPSD Code of
Student Conduct, NAHS Student Handbook & ACPSD Technology Handbook &
ACPSD Acceptable Use Policy. This district’s goal in providing this service is to promote
educational excellence by communication, innovation and facilitation in sharing of
teaching and learning resources. Additionally, students are expected to care for their
student laptops, classroom desktops & other classroom technology according to the
ACPSD Technology Handbook. These policies can be found on the district website. If
you would like a printed copy or a copy emailed to you, please ask Mrs. O.

ACPSD INTERNET IS FOR EDUCATIONAL PURPOSES ONLY. Students are not allowed to
play games, watch videos or browse sports on the internet during class. Students
found to be navigating to inappropriate or unapproved websites on ACPSD devices
will be referred to administration.

COURSE FEE

Aiken County Public Schools assesses a course fee for this course to cover the costs of student




BUSINESS DEPARTMENT & COMPUTER LAB EXPECTATIONS

Be on time to class! Tardies are entered when the bell rings!

Teacher’s desk & cabinets are OFF LIMITS!

Do not mess with tools, repairs, laptops, or any other items without permission!
Enter the classroom before the bell rings, go to your seat, begin bell ringer.
No use of cell phones, gaming devices, air pods or other electronic devices
unless instructed by the teacher.

Bring your own school supplies. Don’t depend on your classmates for pencils,
paper, etc.

Keep hands, feet, and all objects to yourself.

Do not throw things in the computer lab!

No food or drinks in the classroom lab or the repair lab!

NO wandering around the classroom! Stay in your assigned seat or area.

No cursing. No bullying. No sexual harassment of others.

No hats, bandanas, beanies or headgear.

No makeup/grooming applications in the classroom.

Complete all work as instructed, when instructed.

Keep your work area clean by placing trash in the trash baskets at the end of
class.

Close all programs & LOG OFF before you leave each day.

Take all your belongings with you when you leave. Teacher is not responsible
for anything you leave.

Remain at your seat until the bell rings, NO STANDING AT THE DOORS.

Do NOT navigate to inappropriate websites. Students found violating ACPSD
AUP will be referred to administration.

Consequences:

1. Verbal Warning

2. Parent Call /Class Referral

3. Discipline Office Referral to Administrator

Student Signature:

Date:

Parent Signature:

Date:




