AP English Language and Composition Class Procedures

1. Class begins promptly; be on time.  Students who are late to class will receive a detention.

2. Come prepared with all necessary materials, including book, notebook, pen, and pencil.  All hand-written assignments must be completed in pen; the only exception is scantron test answer sheets, which require a #2 pencil.

3. You will not be excused to go to your locker.  If you are not prepared for class, you will receive a zero for class participation for the day.
4. Leave all book bags, purses, and cell phones (turned off) in the hall inside this class; bring your book, notebook, and other required supplies to your desk.
5. Only one student may leave the room at a time.  You must ask permission to leave and sign out with your name, your destination, and the time before you leave; you must sign back in with the time when you return.  You may not be out of the room for more than five minutes.  The sign-out sheet is on a clipboard.

6. Only one person may speak at a time in class.  Unless otherwise indicated, students must obtain permission before speaking.

7. You must have a large (minimum 2”) three-ring notebook for this class, with clearly labeled dividers for each section.  It is important that you keep every handout you receive and place it in the proper section of your notebook.  There will be occasional notebook checks.

Sections

I. Vocabulary worksheets, quizzes, and tests

II. Handouts

III. Your Journals

IV. Your writing—keep everything you write

V. Miscellaneous

8. No cell phones in class; if you have one out, it will be confiscated.

9. No listening to I-pods or walkmans in class without my permission.

10. Always use pen for in-class and homework when not typing.

11. Assignments are due at the beginning of class; you may not bring a disc or jump drive with your work on it to class and use class time to print your work.

12. If you are absent on a day when a major assignment is due, you must send the assignment to school; you may email it to me with an attached Word document or share it with me on GoogleDocs when appropriate.
13. If you are absent on a day when a homework assignment is due, you must give it to me on the morning of the first day you return to school.

14. When you are absent, you may not make up work until your absence is recorded as excused on Infinite Campus.  When you are absent, it is your responsibility to see me as soon as you return to school to find out what you missed and to get assignments and due dates; it is also a very good idea to check my GoogleSite.  Go to www.google.com.  Along the top of the home page, there are a number of choices in blue; choose “more” and then “sites.”

At the GoogleSites home page, type Ms. Holmes Collegiate Academy into the search box at the top right corner of the screen.  You might need to click on Ms. Holmes Collegiate Academy again to get to my teacher site home page.  
15. You have two weeks to make up missed quizzes and tests. You have one week to make up journal, essay, and other assignments missed due to absence when the assignment was announced.

16. If you have questions about your grade or assignments, you may see me before homeroom or after school, not during class time.

