Fact Sheet—Mrs. Kuhn
Classroom Policies and Procedures
	Courses:
	Fall Term (Course Code)
	Spring Term (Course Code)

	
	Contemporary Literature Honors (1020840)
	English Honors I (1001320)

	Contact Information:
	Email:  jennifer_kuhn@sarasota.k12.fl.us (all lower case)  NOTE: most efficient form of contact
Telephone:  488-6726 x65661
Web Site:  http://teachers.srqk12.net/KuhnJennifer


	Purpose:  
	The purpose of the course is to promote individual growth in reading for a variety of purposes, writing, oral communication, listening, viewing, and study skills.



	Sunshine State Standards and Sarasota County School Board Curriculum:

	· The student uses the reading process effectively.
· The student constructs meaning from a wide range of texts.

· The student uses writing processes effectively.

· The student writes to communicate ideas and information effectively.

· The student uses speaking, listening and viewing strategies effectively.

· The student understands the nature and power of language.

· The student understands the basic features of a variety of literary forms.

· The student responds critically to fiction, non-fiction, poetry, and drama.



	Materials and Texts:
	· Language of Literature McDougal – Littell

· (must be returned in good condition, as issued, at the end of the course)

· The Interactive Reader Plus McDougal – Littell 
· (must be returned at the end of the course or a $10.00 fee will be charged).
· Vocabulary Power Plus for the New SAT

· (to write in the book, a $9.00 fee is due; if you do NOT wish to purchase the book, you may not write in the book and you must return the book, blank, in good condition at the end of the course, or you will be charged the $9.00 fee).
· Grammar, Usage & Mechanics McDougal – Littell
· (must be returned at the end of the course or a $10.00 fee will be charged).

· Various novels and videos to supplement the curriculum (see/sign Informed Parental Consent form)


	Assessment:


	A = 

B = 

C = 
	90 to 100

80 to 89

70 to 79
	D =

F =
	60 to 69

0 to 59

	Employability Skills:
	Sarasota County School Board Rule 8.105 mandates that for each course taken in high school, 20% of the grade shall be based upon the development of employability skills.  In other words, 20% of the English Honors I grade will be based upon those skills required by most employers in today’s competitive job market.  Students will begin each nine-week grading period with 100 percent Employability grade.  From there, deductions will be made based upon performance in the areas of:

	
	· Attendance

· Punctuality

· Homework

· Preparedness
	· Behavior and Attitude

· Following Technology Policy
· Following Directions

· Orientation & attention to task/assignment/s

· Maintenance of class notebook per teacher specifications

	Extra Help and Make-Up Work:
	Daily during both A & B lunches and after school on Tuesdays & Thursdays, room 36-002.
Students may attend tutoring for a few minutes or the entire time based on individual need.


Classroom Policies & Procedures
Welcome:
I would first like to welcome you to English I Honors.  I look forward to a year filled with personal growth and learning.  The purpose of the following classroom policies and procedures is to encourage student success and to establish guidelines to insure consistency and fairness.  Please read the following pages carefully and inform me if you have any questions or need any clarification.  

NOTE:
You will take a quiz on my policies and procedures and VHS’ policies next class.  You will need to study your agenda book and this Fact Sheet.  You are expected to earn a 100% on this quiz demonstrating your mastery of school and classroom policies.
I am looking forward to this school year.  If we all work together, we will have a successful and exciting year.


Simply, my policies are few.  I refer to them as the “Four Ps”:  Prompt, Prepared, Productive, and Polite.
PROMPT

Attendance, Absences and Make-Up Work

In order to succeed in English, you must regularly attend class.  The more you attend, the better you will do (funny how that works).  If your absence is unexcused, you may not make up missed work and you will lose Employability points.  If your absence(s) is excused, you may make up missed work.  I will not provide missed work during class time, because you would then miss even more of the scheduled learning activities for that day.  Therefore, if you are absent, be prepared to spend time during lunch or after school making up your missed work.  Do NOT work on make up work in class.  In class, you are expected to work on that day’s lessons.  Make up work should be completed on your own time.
When you are absent:
1. Refer to the class binder, copy the missed day’s agenda on your own paper, collect any class handouts, and make Immediate arrangements with me to make up your work, especially quizzes and tests.  YOU (the student) must communicate with ME (the teacher) about make-up arrangements! 

2. According to School Board policy, you have one day for each day you were absent to make up missed work upon your return to school (starting your first day back).  If you do not make up your missed work within the number of days you were absent, you will receive a zero (0) for those assignments.  All missed assignments receive a zero until they have been made up.  Make up work is to be completed as homework, NOT during class time.
3. If a novel was issued in your absence, check out the novel with me before class and request the reading assignment/s, as you will be responsible for keeping up with the assigned reading, writing and quiz schedule.

4. If you received the assignment prior to your absence, the assignment is due on the day of your return.  If the assignment was given on the day of your absence, you have as many days as you were absent to make up the assignment.

5. You are responsible for taking a test or quiz which was assigned when you were in class, regardless of an interim excused absence.  Any variance must be made by PRIOR arrangement between your parent and me.  
6. Late arrival/early dismissal/clinic:  Students are expected to stop by my room and pick up or turn in their assignments.  If you are on the campus at any point during the day, you are considered PRESENT and are responsible for the day’s work.
Please understand that you and only you are responsible for finding out what you missed after an absence and making it up within the required time.  I will not track you down or remind you of missing work.  Fulfilling the requirements of this course is your responsibility.
PROMPT

Punctuality

To be punctual, you should be in your seat when the bell rings, working on your warm-up, which will be posted each day. 

You should begin each day’s warm up automatically, without a request or reminder from me.  Your job is to learn.  When you enter the workforce, your supervisor will not tell you to begin work.  You will simply show initiative and do what is expected of you without prompting from your supervisor.  Failure to begin work immediately upon entering the classroom will result in the loss of Employability points.
Tardies:  

Tardiness is not acceptable in the workplace; therefore, it is unacceptable at school.  Tardiness will result in a loss of Employability points, which constitute 20% of your overall grade, per Sarasota County School Board Rule 8.105.  Chronic tardiness will result in an administrative referral, disciplinary action, and physician documentation for subsequent absences.

PREPARED
Assignment Due Dates
In the world of work, deadlines are firm and cannot be missed without serious consequences.  The same holds true for deadlines for school work.  You are expected to be prepared by having completed assignments by the due date.

	Daily Homework:

Daily Classwork:

Long-range Assignments:
	Late homework is not accepted because daily lessons build on homework.  Homework (approximately 30-60 minutes per night) is assigned daily and is generally part of the employability grade. Homework is orally explained and posted on the Class Agenda and the Class Binder EVERY day. You are responsible for copying it down daily.  There is NO excuse for lack of preparedness.
Classwork is due at the end of class unless otherwise specified.  If late, the 50% rule below applies.
Late work is not accepted without penalty.  Late work may be accepted—at the teacher’s discretion—with a 50% as the maximum score possible.  Although a 50% is still an F, it is much less damaging to your grade than a zero.  Even late assignments should be turned in.  Mechanical failures (crashed hard drive, printer jam, etc.) are NOT an excuse for a late paper so plan accordingly and hand write in an emergency.


Exceptions to the Late Work Policy
We all have experienced times in our lives when we were unable to meet our responsibilities because of a personal emergency.  Life is not always predictable, so the ability to adjust to new circumstances is essential for our success and happiness.  If you experience a personal emergency that affects your ability to meet a due date, you must have a conversation with me about your circumstances BEFORE the due date.  If I feel your situation is a valid emergency, I will extend your due date.   However, if you wait until the due date to inform me that you cannot meet the deadline, I will be unable to make any accommodations for you.  Likewise, if you frequently experience personal emergencies, I will be reluctant to continue to extend your due dates.
If you miss a due date and you choose not to discuss your reasons with me, I will proceed on one of two assumptions.  I will assume that you chose not to complete the assignment because you preferred to spend your time in leisure activities, or you simply did not care to complete the assignment.  When I am left to guess the reason/s you have missed a due date, you will receive a zero for each missed assignment and lose Employability points for lack of preparation.
I cannot stress enough that the best way to be successful 
is to regularly communicate with me!

PREPARED

Supplies Required Each Day
What do you need to get your job--learning--done?  Below, please find the supply list that will help you succeed:

1. minimum of a 2” 3-ring binder (for English only, please)

2. loose-leaf/straight-edged paper  (no spiral paper please)
3. 6 tabbed dividers (tabs:  Writing, Vocabulary, Grammar, Reading, Homework, Warm Ups)

4. blue or black pens (no metallic gel pens) and #2 pencils  (both will be needed daily)

5. for writing:  red, blue, green, black ink pens

6. highlighters—4 different colors

7. 3 x 3 sticky notes

Academic Integrity:  

Consequences for cheating:  a zero on the assignment, loss of Employability points, parent contact

Plagiarism/cheating is the use of ideas, facts, opinions, illustrative material, data, direct or indirect wording of another scholar or writer—professional or student—without proper credit.  

I will assume that all work and homework turned in with your name on it is your individual work unless the assignment is a collaborative one.  If you allow someone else to copy your work or homework, you and the copier are both guilty of cheating.  All parties involved will receive the same consequences.  Any work that has been plagiarized or copied, either totally or in part, will receive a zero for the entire assignment (all parties).   In addition, both parties will lose Employability points.  

Cheating of any kind will not be tolerated.  Your job is to learn and you cannot learn if you are using someone else’s brain.

PRODUCTIVE

Use of  Class Time

Rarely will you have “spare time” in English class, but should you find yourself having completed all of the requirements for that day, any extra time should be used for further enrichment of your communication skills.  That’s why we are here!  Some constructive suggestions for any extra time might include:

1. Read your assigned novel, outside reading, or a selection from your textbook.
2. Work on your vocabulary assignments or study for your next vocabulary quiz.
3. Begin that night’s homework.

It is unacceptable to work on another SUBJECT'S assignment in English class.  If I see work from another subject in English class, I will take it and I will keep it.  You will not get it back.  I will also take and keep notes to/from friends. Finally, if I catch you cheating, I will take the assignment and turn it in to the teacher, as well as deduct Employability points from your English grade.
Likewise, sleeping or putting your head down is unacceptable.  I highly recommend that you respect yourself enough to get adequate rest to perform your job each day—learning.

If you engage in these unproductive behaviors, you will be considered to be off-task and will lose Employability points.

Restroom Privileges

I recommend you visit the facilities before class starts.  Come to class, drop off your belongings, check in with me, and go to the restroom.  There are no restroom privileges the first 15 minutes of class and the last 15 minutes of class.  No exceptions unless you feel physically ill.  You may request restroom privileges in the middle of the class period—only once all teacher-directed instruction is completed.  Do not interrupt the teacher OR other students if they are making a presentation to the class (unless it is an emergency).  If you feel physically ill, move as fast as you can to the nearest exit.
PRODUCTIVE & POLITE
Digital Devices
Sarasota County District policy states that technological communication devices are not to be active between school hours of 7:30 AM to 2:15 PM.  Therefore, before entering the classroom, turn off and put away all digital devices, such as cell phones and IPods.  Once you cross my threshold, I should not see or hear any digital devices.  Do not use cell phones in class for any reason, including clocks or calculators.  Phone and IPod earbuds should also not be visible.  Students who choose to violate this policy will lose employability points and the device will be confiscated by the 9th grade Transition Team coordinator.  Parents will then be required to come to school to retrieve the digital device.  A further violation of this policy will be considered a very serious offense and will result in an administrative referral for disciplinary action.  Refusal to turn the device over to the teacher will result in immediate removal from the classroom and administrative disciplinary action.
POLITE

Classroom Behavior

You are expected to demonstrate mutual respect for your teachers, any other adults, and your fellow students.  These expectations apply to people in our class and others who visit our classroom for various reasons.  Teasing, bullying, name-calling, harassment, intimidation, and general disrespect, unkindness, or rudeness, even under the guise of “joking,” will NOT be tolerated under any circumstances.  These behaviors are unacceptable (and punishable by law) in the work place, so they are equally unacceptable at school and in the classroom.  This behavior is disrespectful, impolite, and disruptive and you will lose Employability points and receive a referral for repeated disrespect and disruption.
Pencils should be sharpened at the beginning of class or once all direct teacher instruction has been completed for the day and students have begun the day’s assignments.  Please do not distract the teacher or fellow classmates by sharpening your pencil during direct teacher instruction, class discussion, or a student presentation.  

Class Arrival and Dismissal

Arrival:  You are allowed to socialize before and after school, between classes, and at lunch.  When you enter the classroom, you are “at work” and your behavior should reflect a quiet, serious attitude.  Loud, boisterous, disrespectful behavior when entering the classroom, or at the beginning and end of class, will not be tolerated.  Disruptive behavior will result in a loss of Employability points, or an administrative referral and disciplinary action if the behavior is severe or repeated.
Dismissal:  Please wait until I dismiss the class to leave your seat and the room.  The bell does not dismiss the class; I do.  It is reasonable to assume that at your job, you will wait until your supervisor has finished his/her instructions to you before you leave work each day.  The same expectations hold in the classroom.  Failure to respect this simple courtesy demonstrates a lack of cooperation and respect that will result in the loss of Employability points.
In Conclusion
These policies are designed to ensure your success and the equal opportunity for success of all students in our class.  If you feel at any time that your success is being hindered in any way, please come speak with me and I will do everything in my power to help you.  Your success is my goal.  Please do not wait until you are so far behind that it is too late to reverse the situation.  I am available to help you during both lunches and after school on Tuesdays and Thursdays.  Take advantage of all the support the VHS community offers you and take pride in your own achievements!
I look forward to working together this year!  It will be an exciting, productive year!

NOTE:  
· This Policies & Procedures handout should remain in the front of your binder at all times. 

· You will take a quiz on my policies and procedures and VHS’ policies next class.  You will need to study your agenda book and my Fact Sheet.

· Parent/Guardian & student signatures on the next page are due next class (Homework #1).

Fact Sheet

Classroom Policies & Procedures Signature Page
Student Information
English Honors I – Mrs. Kuhn

1. If you have read Mrs. Kuhn’s Policies and Procedures and fully understand what you have read, sign and date below. 

2. Parents/guardians are expected to read & sign the Policies & Procedures & complete the Student Information below.  

3. Please be prepared for a quiz on my policies and procedures and VHS’ policies next class!

Policies and Procedures Acknowledgement

Student Signature 

My signature indicates that I have read and that I understand Mrs. Kuhn’s Academic Policies and Procedures.  I am aware of classroom expectations and I agree to follow these policies and procedures.


Student Signature
Date
Printed Student Name

Parent or Guardian Signature 
My signature indicates that I have read and that I understand Mrs. Kuhn’s Academic Policies and Procedures.  I am aware of the classroom policies and procedures, especially regarding digital devices, that my student is expected to follow.


Parent/Guardian Signature
Date
Printed Parent/Guardian Name 

Student Information (Please Print Clearly)
	Student First & Last Name/Nick Name
	First
	
	Last
	
	Nick
	

	Mother’s First and Last Name
	First
	
	Last
	

	Father’s First and Last Name
	First
	
	Last
	

	Mother’s Home/Cell/Work Phone
	Home
	
	Cell
	
	Work
	

	Father’s Home/Cell/Work Phone
	Home
	
	Cell
	
	Work
	

	Parent/s/Relative w/ whom student lives
	Mom
	
	Dad
	
	Other
	

	Mother’s Email (please PRINT CLEARLY)
	

	Father’s Email (please PRINT CLEARLY)
	

	Student’s Email (please PRINT CLEARLY)
	

	Student Home Mailing Address
	Street
	

	
	City
	
	State
	
	Zip
	

	Gifted?     ESOL?     ESE?
	Gifted
	
	ESOL
	
	ESE
	

	Health Concerns? Please specify.
	

	
	

	Accommodations?  Please specify.
	

	
	


THE SCHOOL BOARD OF SARASOTA COUNTY
INFORMED PARENTAL CONSENT FORM

INSTRUCTIONS:  Complete this form and return the entire form to Mrs. Kuhn.  It must be on file at the school before your student will be permitted to participate in these activities.

DO Give Permission

I, _____________________________________________________________ (parent/guardian) DO give my permission for 
   (Please Print)
_______________________________________________________ (son/daughter/ward) to participate in the following classroom activities:                                        (Please Print)
PLANNED CLASSROOM ACTIVITY AND CURRICULUM OBJECTIVES:

NOTE:     All literature and videos are carefully selected to meet County and Sunshine State curriculum benchmarks.  Videos are shown for enrichment, discussion and comparison to the literature ONLY IF time allows.
	Contemporary Literature Honors/
English Honors I Novels:
	One Day in the Life of Ivan Denisovich, The Wave, Animal Farm, Of Mice and Men, Heroes, Gods and Monsters, Myth and You (Greek mythology), Something Wicked This Way Comes, The Girl with the Pearl Earring, The Quiet American, A  Painted House, Pay It Forward, The Secret Life of Bees, The Bean Trees, The Natural, Montana, My Sister’s Keeper, The Hot Zone, The Princess Bride, Ellen Foster.

	Videos (ONLY IF time permits):
	One Day in the Life of Ivan Denisovich, The Wave, Animal Farm, Of Mice and Men, TNT Mini Series Helen of Troy, The Odyssey, O Brother, Where Art Thou, Romeo and Juliet (Zepherelli & Lehrman versions), Star Wars (hero archetype), Letters from Vietnam, Greek Gods & Goddesses


I understand that some of the instructional materials to be used in these activities may contain mature themes and/or language.  Themes and language will be addressed by the teacher in the course of instruction.  If you have questions, please do not hesitate to contact me.

___________________________________________________________
________________________________________________

Signature of parent/guardian



Date

Jennifer Kuhn

Contemporary Literature Honors and English Honors I








Venice High School

DO NOT Give Permission

I, _____________________________________________________________ (parent/guardian) DO NOT give my permission for 

             (Print Parent/Guardian Name)
_______________________________________________________________ (son/daughter/ward) to participate in the following classroom 

               (Print Student Name)
activities.  I understand that s/he will be provided with an alternate lesson relating to the same curriculum objective.

___________________________________________________________
________________________________________________

Signature of parent/guardian



Date

Jennifer Kuhn
Contemporary Literature Honors and English Honors I
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