6th grade Keyboarding – Mrs. Estes

Welcome, to our classroom.  I am excited to have your child in my class this semester.  My goal as a teacher is to instill a love for knowledge in students and prepare them for their future.  To guarantee every student in the class has access to a fair, productive learning environment there are a few expectations and rules every student must follow.
Classroom Expectations
· Always show respect for yourself, others, and the school at all times.
· Always do your best.
· Go to the restroom and get drinks during the passing period only.
· There will be no food, gum, candy, or drinks in class.
· Bring supplies everyday.
· Be in your assigned seat and ready to work when the bell rings.
· Stay on task.
· Raise your hand and wait for permission to speak.
· Turn in assignments on time.
· Keep chairs still.
· Do not log off or put things away until I ask you to.
· Stay seated until I dismiss you.
· It is your responsibility to get any make-up work if you are absent.
Consequences
1st offense:  Warning 
2nd offense:  Lunch detention
3rd offense:  Lunch detention.  Student will also write a change of behavior plan stating three 	things:  what he or she did wrong, why they did it, and what they are going to do 	differently so the behavior will not repeat.  The student will sign and date the plan.  The 	plan must be acceptable or the student will be referred to the office.
4th offense:  After school detention and contact parents

Grading Policy
Grading will include keyboarding skill, keyboarding technique, technical knowledge, competencies, and production.  Grades from each of these factors will count equally.

Contact Information
Please feel free to contact me with any questions or concerns you may have concerning your child.  My conference time is 2:36pm – 3:24pm.  If I am unavailable, please leave a message and I will get back to you as soon as possible.  I can be reached at the school phone # 883-2311 ext. 1 or email me at amy.estes@region16.net.  





I am looking forward to working with your child.  The expectations in this letter have been discussed with each student.  It would also be beneficial for you to review them together.  After reviewing, I need you and your child to sign and date below showing you have read and understand the classroom expectations.  Please return this signed and dated tomorrow.


________________________________________			________________________
Parent signature							date


______________________________________			________________________
Student signature							date



















