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Overview
Welcome to Focus!  The Freshman Focus class is committed to help students prepare for their continued success and achievement in high school, post high school education, and the working world.  Students will be able to gain the necessary skills in the areas of research, computers/technology, time management, and effective communication.  Applying their newly learned skills, students will begin to build their high school portfolio of quality and best works.  Students will learn in an environment that is stimulating, fun, and challenges them to understand the connections between school and life.
Units & Skills
	· Portfolios

· Internet

· Time Management

· Career Pathways

· Research

· Presentation Skills

· Document Formatting

· Personal/Business Letters

· Memorandums

· Simple Reports

· Simple Tables

· Resumes


	· Basics of File Management

· Saving/Printing/Retrieving from Windows

· Naming Files

· Creating/Naming/Deleting Folders

· Using Windows Explorer

· Software Applications

· Introduction to Word

· Introduction to PowerPoint

· Introduction to Excel

· Introduction to Movie Maker




Class Routine
· Demonstrate a Business-Like attitude in class:
· Be in your seat when tardy bell rings.

· Tardy Procedure
· First & Second Offense:  Rule reminder; participation points deducted

· Third Offense:  One hour detention/parent notified; participation points deducted

· Fourth Offense:  Two hour detention/parent notified; administrative referral
· Bring ALL appropriate materials to class EVERY day (pen/pencil, paper, notebook, and a great attitude!)
· Check the board for daily instructions.

· Make constructive use of class time.

· NO EATING or DRINKING is allowed in the classroom, bottled water is fine.
· Any abuse of a computer will result in your removal from class.  Report a defect in equipment or materials immediately or you will be held responsible for any damages or misuse of the computer.  DO NOT CHANGE THE DESKTOP, BACKGROUND, SCREENSAVER, ETC.  ANY ATTEMPTS TO MODIFY THE NETWORK WILL RESULT IN AN AUTOMATIC DROP FROM CLASS WITH F GRADE.
· Electronic Devices:  During class, you will not need music players, calculators, cell phones, or similar items.  These should be stored in your locker.  Electronic devices that are out, or make noise, will be confiscated and given to the main office.

· Leave computers stations in the following order:
· Put all paper in recycle bin and trash in garbage cans

· Log off, turn off monitor, and push in chairs.

· Please remain in your seat until dismissed by the teacher.  Do not line up at the door.
Performance Expectations

Mr. Harris’ responsibilities in this class are as follows:

1)
Create an environment where every student can succeed,

2)
Present information in various ways so students with different learning styles can master the material, and

3)
Help to develop and refine the student’s reading, writing, and communication skills.

The student’s responsibilities in this class are as follows:

1)
Attend all scheduled classes,

2)
Keep a positive and professional attitude at all times,

3)
Ask questions when you don’t understand, and

4)
Try your best!

Class Rules

The class rules are pretty simple and apply to everyone in the classroom.  In addition to the rules in the student handbook, we will:

1)
Respect - yourself, others, and the classroom.

2)
Quality -
in all endeavors.  Give school and life your best shot; you’ll be pleased with the results.

3)
Choice -
We live in a society where freedom of choice is prized and cherished.  There is a responsibility that goes along with that freedom.  Positive choices will generate positive results; negative choices will generate negative results.  It is Mr. Harris’ job to make sure you experience the consequences of your actions.

Violation of any of these rules will result in a program of increased steps of discipline.  First time offenders receive moderate consequences while repeat offenders will receive more severe consequences.  This can range from anywhere to a verbal warning and/or icy glare to administrative intervention.  Most consequence will be loss of privilege(s) or time before/after school.


Here is the link to the Quality Work (To be assigned in January):
Late Work Policy

Like the class rules, this is also simple.  All work is due on the day it is due.  Any assignments not turned in at the assigned time result in a 50% reduction of points. Excused absences will receive an one‑for‑one day make up exemption.  Take responsibility for printing out your attendance from Grade Machine and attaching it to the late work, and putting it in my “box”.   Every semester, students claim their other teachers don’t require them to turn in work for the days they missed, or students think they have until the end of the semester to turn it in, this is not true, it is one day for every day missed.  If you have a unique situation, perhaps a long-term illness or injury, please get that cleared in advance of any problems with turning it in late.  Unexcused absences will get no extra time.

Plagiarism/Cheating

There will be some group work and cooperative learning going on in the classroom.  That is a part of daily life and working in the ‘real’ world.  However, when I request your work, I need to see your work.  If you use someone else’s ideas or material, you must give them credit in the form of a reference.  Students will be turning in assignments to www.turnitin.com, which is a website that scans for plagiarism.  If you choose to turn in someone else’s work as your own, or allow someone to turn in your work as his or hers, you are plagiarizing-cheating.  The first time, you will receive zero points for the assignment and we will have a parent/teacher conference.  If you should choose to do it a second time, you will fail the class.

Work Completion

I need you to complete your work in class.  If you aren’t working in class, I won’t accept work that you completed at home.  The reason for this is that students who aren’t working in class and are still turning in assignments are often copying somebody else’s work.

If you don’t have time to finish your work in class, finish it during Panther Period in my room, or between 7:00 and 7:30 before school, or between 2:00 and 2:30 after school.  If you still can’t finish, and you have been present and working, ask me and I’ll probably say it is okay if you finish it at home, but I need you to get prior approval.

Grading
I need you to take responsibility to check your grades every Wednesday and Friday, and let me know if you disagree with anything on the grades within two days.  If you don’t check your grades, and you claim I lost your work or didn’t give you credit for something from 2 weeks ago, that is your fault, not mine.  
*If you don’t have the logon to check your grades, the registrar is the contact.  They will request a picture ID.  The will see you before school, after school, or during lunch.
	Grading Scale:

Passing Grade

93 – 100         A

90 – 92           A-

87 – 89           B+

83 – 86           B

80 – 82           B-

77 – 79           C+

73 – 76           C

70 – 72           C-

60 – 69           D

Failing Grade

59 or below     F
	1) As of right now, everyone has an ‘A’ in this class.  It’s your job to keep it.

2) I don’t give grades; you earn them.

3) Daily Work (50% of grade) – Consists of daily assignments

4) Test/Projects (40% of grade) – Tests will usually be given at the end of each unit.  Final project will be a culminating project that will cover all areas introduced.
5) Participation/Work Ethic (10% of grade) – Based upon punctuality, promptly getting started to work, working diligently, outstanding attitude, respect for everyone in the classroom and other’s property, among other superior work habits.
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