[image: image1.jpg]


          Integrated Office I
          Grading Policies

Mrs. Gipe (gipec@carlisleschools.org)
Course Description

Integrated Office Suite I (IOS I) focuses on utilizing and applying the various components of Microsoft’s Office Suite 2007. Students learn the core features of Word 2007 and Excel 2007. Emphasis is placed on practical application of the skills learned. IOS I is an essential course for those students wishing to pursue employment in any office-support environment as well as to those students planning to continue their education. 
InfoSnap

An email or letter has been sent home with procedures to be completed on the computer.  Because this class is very computer-oriented, if this information is not completed, class time will be missed and work will need to be made up outside of class

Grading – General

Classwork, quizzes, tests and projects will be calculated on a point basis and translated to a letter grade according to the grading scale of the school to determine each marking period grade. Grades should be checked frequently at powerschool.carlisleschools.org.  
Make-up Work

· All students who have been absent from class are responsible for making up all work he or she missed.  
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Textbooks are available in an electronic form to take home
· Quizzes and tests must be completed within three days of returning to school after an absence.  If not, a grade of 0 will be assigned for the missed work.  See or email Mrs. Gipe for an absence longer than two days to arrange make-up work.  
· The library is available before and after school to make up work; F201 is also open to any students anytime during the school day.
· The textbook is available on the shared drive and can be saved to a flash drive or one drive for access to make-up work.
· Classwork assignments will be accepted for full credit anytime during the marking period.  DON’T GET BEHIND.
I HAVE READ AND UNDERSTAND THE INFORMATION CONCERNING GRADING POLICIES TO BE USED IN INTEGRATED OFFICE I.
Student name_____________________________________________




(please print clearly)
Student signature__________________________________________

Parent/Guardian signature___________________________________
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