CPT 101 INFORMATION SHEET
Instructor:  Bridget Latimer                         E-Mail:  blatimer@gtchs.org                               Room:  213
REQUIRED MATERIALS:

· Textbook, Office 2003, Introductory Concepts and Techniques, will be supplied by the school and will remain in the class

· USB Flash Drive (256 MB or larger)
· ONE REAM OF COMPUTER PRINTER PAPER, 20-LB.

· Notebook for taking notes, pencils
COURSE POLICIES AND PROCEDURES

In order to be in CPT 101 and receive college credit, a Charter student must pass the COMPASS placement test.  If a student fails to pass the placement test, the student will receive high school credit for the course.  Academic Assistance procedures still apply.  If a student’s grade falls below 80, academic assistance is required as is for all other Charter classes.

Student Conduct in Class

Every student is expected to abide by the GTCHS code of conduct as written in the Student Handbook. Any student behavior that is disruptive to the educational process and the learning atmosphere will be handled in accordance with the GTCHS Student Handbook. Students must also adhere to the school’s Internet usage policies as well as to the classroom computer lab policies. Any acts of classroom disruption or violation of school conduct, Internet usage policies, or computer lab policies may result in disciplinary action. 

Electronic Devices in Class

Cellular phones, pagers, CD players, radios, headphones, or any other electronic devices are prohibited in the classroom. They are a disruption to the educational process. Any of these devices that are visible or are in use during class may be collected by the teacher.  Any device confiscated will remain with administration for a two week period.  At the end of the period, it can be picked up by a parent.

Test Policy

Major tests will be announced in class in advance. Make-up exams that require PC use will be given during Academic Assistance; written tests may be made up during the Friday 2:05 pm retesting in the AH auditorium.  

Tardies and Absences

All students are expected to be in class on time. First tardy will result in parental contact. Second tardy will result in detention during Academic Assistance and parental contact.  If you are absent or late (whether excused or unexcused), it is your responsibility to get class notes, handouts, lab assignments, and any other information that was covered while you were gone. When you have an excused absence from class and an assignment was due the day you were absent, the work may be turned in at the beginning of the next scheduled class meeting. Keep your teacher informed when you are having a problem with attendance.

Academic Honesty

Students assume full responsibility for the integrity of all work turned in to the teacher. Each student is expected to uphold the school’s standard of conduct relating to academic honesty. You are guilty of violating the honor code if you

1. Use the work of others and represent it as your own (plagiarism)

2. Obtain unauthorized assistance for any academic work

3. Give unauthorized assistance to other students who will represent your work as theirs

4. Fail to appropriately document resources of material obtained in research

5. Get unauthorized assistance from other students, methods, or media when taking a test or other assessment

The penalty for violating the honor code is severe. If you are unclear about whether a particular action or situation may constitute an honor code violation, you should meet with your instructor to discuss the situation. Any student violating the honor code will receive disciplinary action following the GTCHS Student Handbook.








