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Class Policies
Homework and Classwork

• Materials:  Please come to class prepared to learn and participate.  Have on 
hand the materials you will need to do this, such as the textbook for the class as 
well as a notebook and pen or pencil (or a note taking app on your iPad) for any 
note-taking you may need to do.

• Major Tests:  These will always be announced ahead of time (at least a week 
before) but surprise quizzes are always possible.

• Homework:  You will be able to access your homework for the week through 
Google Classroom.  Students are required to check Google Classroom daily.  
This year there will be different types of homework you are responsible for.  
Some assignments will be due during our online sessions and others will need to 
be sent to me.  Since we are an online school, all assignments should be sent in 
digital format.  Ideally, they should be sent as a Google Document, but I will also 
accept PDF, JPEG, and Word formats as well.  You should endeavour to do all 
assignments type-written unless it is a specific handwriting assignment.  I believe 
that learning to meet deadlines is a very important work habit to develop.  
However, I do understand that sometimes you may need a little more time.  I am 
always willing and able to work with you, but it is extremely important that you 
communicate when you are having difficulties BEFORE the assignment is due.  
Do not come to class the morning an assignment is due and expect 
leniency.

• Plagiarism:  Copying someone's work and presenting it as your own is 
dishonest.  It does not matter where it originated from - a classmate, a webpage, 
or a book.  Students who copy work will receive a zero on the assignment, as will 
any person who knowingly supplies the original work.

• Participation:  Students will be considered present only if they participate in class 
discussions and answer questions when addressed.  If a student fails to do this 
they will be marked absent for that class period.  Students are expected to be in 
the classroom window ONLY during a class period (unless directed otherwise by 
the teacher).  They will be marked absent if they are on other websites during 
class time.
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Grading Policies

The following scale, based on total points, will be used for grading purposes

 
Additionally, you will be evaluated on your character development and work habits.  
Some of these elements are your attitude, how carefully and neatly you do your work, 
and following instructions, just to name a few.

1 = Commendable progress

2 = Satisfactory progress

3 = Progress with support

4 = Encountering difficulty

Grading

In each class your assignments will be broken down into four categories and each 
category will be worth 25% of your grade.

• Knowledge Checkpoints
• Section Projects
• Big Boss Challenges
• Class Participation  

A+ 96-100% B+ 82-84% C+ 70-74%

A 90-95% B 78-81% C 65-69%

A- 85-89% B- 73-77% C- 60-64%

Below Average Unsatisfactory

D 50-59% F 0-49%
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Absences

If you are going to be absent, you are required to notify me 24 hours in advance, unless 
it is an emergency.  It is your responsibility to watch the recording of the class you 
missed in order to get any information that was presented. You are expected to watch it 
as soon as possible.  Even though you are able to watch recordings of missed classes, 
it is not the same as being in class.  If you are still left with questions, you may contact 
me. For any class in which you are absent, after you watch the recording of class, you 
must submit to me the Absence Review Form. Because of the nature of our school, 
there are not very many reasons why you should miss out on class. Things like doctor's 
appointments and field trips are acceptable reasons (while sleeping in is not), however 
you MUST notify me prior to that day. If I have not been notified prior to your absence, 
except in the case of an emergency, it will be considered an unexcused absence and 
any assignments that may have been due in class will be given a zero.  If a student’s 
daily class attendance falls below 85%, his/her enrolment in the class will be 
jeopardized and his/her situation will be reviewed by the academic counsel.  Absences 
will only be excused with prior notification from the parent/guardian and may be 
reviewed for validity.

It is understood that PACeS allows the freedom of travel for families, but every attempt 
should be made to attend classes whenever possible.  If attendance will be uncertain, 
students must make arrangements with the teacher a minimum of one week prior to 
their intended absence.  These arrangements are the student’s responsibility.  All work 
must be caught up within 5 days of returning to regular classes.  Students should 
attempt to complete as much work as possible prior to the trip.

Tardy Policy

Tardiness is a negative factor in a person's life, whether it is being late to a class, a job 
interview, a date, or a bus.  In this class, tardy is defined as not being logged in and 
ready for class when the timer finishes counting down.  Tardiness will affect your work 
habits and participation grade.  PACeS expects students to be in class on time.  Three 
(3) unexcused tardies equals one (1) absence in his/her attendance record.

Classroom Management

We are here to learn and a few basic agreements will help:

• Be on time, be prepared, and remain on task.  When the timer goes and it is time 
for class to start, you should be ready to work with all the necessary materials.

• Do not disrupt the class or teacher, or waste class time.  We have a very limited 
time together and being disruptive during class is disrespectful.  Distracting 
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yourself with other things (email, phone calls, etc.) is also disrespectful and will 
not be tolerated.  Please take care of items like eating and bathroom breaks 
either before or after class.

• Be honest and respectful of ideas and people.  Be polite and respect individual 
differences.  No put-downs, threats, or foul language.  Challenge politely.  Our 
class should be a safe place to explore ideas and be who you are.

• Raise your hand.  I love to hear from each and every one of you.  However, if 
everyone talked when they wanted to, it would be a confusing mess.  If you want 
recognition to answer a question, please raise your virtual hand.  If you have a 
personal matter that you don't want the whole class to hear, you can send me a 
private message in the chat box.

• Class dismissal is by your teacher and not by the clock.  You must remain in 
class until I dismiss you.

• Consequences:  There are both negative and positive consequences for the 
choices you make.  Some examples of positive consequences you can expect 
are praise, rewards, class activity days, or calls home.  Some examples of 
negative consequences you can expect are things like a responsibility letter, call 
home, or referral to the principal.
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How to be a Successful, Organized Student
Start with a positive attitude. Don't create negative feelings by saying things like "I can't 
do it" or "It's too hard!" You need to say to yourself "I'm a hard worker" and "I can use 
my strategies to be successful" and "I can be organized."

Improve your work habits

In class

• Gather all the materials you need such as pen, sharpened pencil and paper.
• Listen carefully to your teacher.
• Don't chat to friends during class instruction.
• Practice taking better notes.
• Finish all assignments and make sure they are handed in on time.
• Participate in class discussions.
• Ask questions when you don't understand.

At home

• Organize yourself each night for the next day by putting assignments, books and 
materials you will need in class where they can easily be found.

• Use a folder to put your assignments in so you know where they are.
• Do homework in a quiet place.
• Set a regular time to do work everyday.
• Talk to your parents or older brothers and sisters about your work and ask for 

ideas about how to be a successful learner.

Manage your time

• Use a calendar to write down tests and due dates. Keep your calendar in an 
easy-to-see place, such as on the fridge or on the family bulletin board.

• Break larger assignments into smaller parts and do one part at a time.
• Set deadlines for finishing your work, and stick to them.

Take notes to help you study

 
Write down the important points the teacher says during a lesson because:

• your teacher will add information that isn't in the textbook
• notes are your source of material to study for a test
• writing things down helps you to understand and remember what you hear
• taking notes makes you a better, more active listener.

!8



�

How to take and organize notes

• Write down a date and title for each lesson. If the teacher doesn't give you a title, 
make one up.

• Don't write down everything the teacher says. Focus on the important points - 
things the teacher writes on the board, things the teacher says more than once 
and any questions the teacher asks.

• Underline, star or circle anything the teacher says is very important.
• Skip lines and leave wide margins so you can add information later.
• Put question marks beside things you don't understand.

How to use notes to study

• Re-read your notes carefully, and out loud. Repeating the information will help 
you remember it.

• Rewrite your notes neatly and clearly so there isn't anything that is confusing or 
too hard to read.

• Make your notes stronger by adding additional information from the textbook, a 
class discussion or a handout. Use a highlighter to mark important information.

How to Study Effectively
Studying effectively takes determination, effort, organization and practice. If your study 
skills are rusty (or never were very good), the best time to improve them is before you 
go back to school. You'll be busy enough when school starts!

Set up a study schedule.

 
Your schedule should be flexible, but it should be written down. A schedule helps you 
get organized and make decisions about how much time to spend on what (so you don't 
spend too much time on relatively unimportant assignments). Start by writing down 
exam and assignment due dates and work back from there. You may find that you can't 
afford to take a full two days off every weekend, but do schedule some time for 
recreation.

Study every day, during your best hours.

 
Shorter, more frequent study times are more effective than longer study periods once or 
twice a week. If you must study for longer than two hours at a stretch, give yourself a 
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short break and switch to a different subject. Whenever possible, choose the time of day 
when you are most alert. Forcing yourself to study when you are exhausted or 
distracted makes it much harder.

Keep your schedule flexible and as creative as possible.

 
Review your schedule regularly - unexpected events and assignments that take longer 
than expected will require you to make adjustments. You can borrow or trade, but never 
steal study time. If you need to "make" more study time, try using bits of free time or 
using time that might otherwise be spent waiting - for a doctor's appointment or on the 
bus, for example.

Set short-term goals.

 
If graduation seems a long way off, try setting more immediate short-term goals. Interim 
goals such as reading two chapters by the weekend, doing well on an assignment, or 
passing an exam are much more meaningful on a day-to-day basis. Reward yourself 
when you achieve an important goal - give yourself a couple of guilt-free hours at your 
favorite pastime, for example.

Compete with yourself.

 
See if you can increase the length of time you can concentrate, improve your mark on 
the next exam, or accomplish more in a set amount of time.

Think and say positive things about studying.

 
If you have a negative attitude ("I can't do it," "it's too hard," "it's boring"), you are 
making the job harder and more unpleasant than it has to be. Approach studying in the 
same way you would approach any other type of work - take a positive attitude and 
tackle it head on.

Fight off the urge to procrastinate.

 
Sometimes breaking large tasks (like assignments) into smaller, more manageable 
tasks makes them seem less daunting. When a task can be completed in a fairly short 
time, you are less likely to waste time getting started. Refuse to listen to the excuses 
you give yourself for putting things off.
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Make it easy to start studying.

 
You need a quiet place you can use all the time - one with a desk or table, a comfortable 
chair, and good lighting and ventilation. Have everything you need organized and 
handy. If you can't keep your mind on your studies for very long, start with short but 
more frequent study sessions.

With practice, you can improve your ability to concentrate.

 
For more suggestions and specific recommendations about how to take notes, for 
example, ask a librarian for suitable self-help materials or ask about study skills from 
your teacher or parents.

Tips For Parents

Helping Your Child Study

• Establish a Routine. Setting a regular time and sticking to it helps children 
complete their school assignments.  In addition to the hour each day that 
students spend online with the teacher, they should expect to spend an additional 
2-3 hours minimum each day on their classwork.  Since the teacher’s time with 
students is very limited in our online setting, it is unrealistic to expect all content 
to be dispersed in that forum.  Parents play a significant role in the success of 
each student.

• Set the Mood. Ensure the room your child studies in is quiet, has plenty of light, 
and has school supplies close at hand. Remove distractions by turning off the 
television and discouraging social phone calls during schoolwork time.

• Show an Interest. Ask your child about school activities and talk about what was 
discussed in school that day. Take your child to the library to check out materials 
for homework, and make time to read with your child as often as you can.
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Monitoring Schoolwork Assignments

• Be Informed. Find out about the school's policy on schoolwork at the beginning of 
the school year. Ask your child's teachers about the kind of assignments that will 
be given and what kind of time frame the children have to complete them.

• Be Involved. Ask the teacher how you can help with schoolwork. Be available to 
answer your child's questions, look over completed assignments, and encourage 
your child to share returned assignments so you can read the teacher's 
comments.

Providing Guidance to Schoolwork Assignments

• Learn How Your Child Learns. Understand your child's learning style and develop 
routines that best support how he or she learns best.

• Encourage Good Study Habits. Help your child get organized. Ensure your child 
has scheduled enough time to complete assignments.

• Talk. Discuss schoolwork with your child. Talking about an assignment can help 
your child think it through and break it down into small, workable parts.

• Provide Encouragement. Find ways to support your child's efforts in completing 
assignments.

 

Reading with Your Child

• Make Reading a Priority. Let your child know how important it is to read regularly. 
Establish a regular time and place for reading.

• Read to Your Child. Make time to read to your child on a regular basis. It is a 
great way to help develop a love of learning.

• Ask Your Child to Read to You. Have your child read aloud to you.

• Keep Reading Material Close By. Make sure children's books and magazines are 
easily accessible. Keep a basket of books in the family room, kitchen, or your 
child's bedroom to encourage him or her to read more often.

• Visit the Library. Make visits to the library a regular activity and let your children 
select their own books.
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• Be a Reading Role Model. Read a lot. Let your child see you read and hear you 
talk about your books.

 

Safe Internet Use

• Do Your Research. Find safe and relevant sites and child-friendly search engines 
for your child to use. Bookmark them for easy access.

• Make an Agreement. Create an agreement with your child that outlines which site 
he or she is allowed to visit, and which areas and activities are off-limits. Involve 
your child in this activity.

• Stay Aware. Keep lines of communication open so you know what Web sites your 
child is visiting. Pay attention to his or her surfing habits. Let your child know that 
he or she can come to you in case of trouble.

• Report Suspicious Activity. If you or your child encounter suspicious or 
dangerous situations online, report them to your Internet Service Provider and 
local police.

 

Helping Your Child Prepare for High School

• Educate Yourself. Find out the requirements, choices, and processes involved in 
planning your teen's senior high school program with your child's teacher. Your 
teen will need your assistance and advice.

• Plan Carefully. Some Grade 10 courses are prerequisites for more advanced 
high school courses. As well, certain programs enable students to meet entry 
requirements for post-secondary programs or acquire the knowledge and skills to 
enter directly into a career. Keep future goals in mind when planning grade 10 
programs.

• Prepare for Post-Secondary. If your teen intends to enter a post-secondary 
institution after high school, check the calendars of these institutions for 
admission requirements to plan his or her senior high school program 
accordingly.
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Helping Your Child Plan for the Future

• Even as an adult, career decisions can be overwhelming. Encourage your child 
and give them the time and space to make their own decisions.

• Ask your teen about the kinds of careers they are considering and do not worry if 
it is accounting one day and nursing the next. They're thinking things over and 
imagining themselves in different roles. Encourage them to take this exploration 
a bit further. Help them learn more about these choices. Find out why these 
careers are attractive to them and look at other careers they may not have 
considered that could offer similar rewards.

• Encourage your teen to think about the educational path they will need to follow 
to pursue the careers they're considering. Will they need to take certain subjects 
in high school to keep these options open? What kind of post-secondary 
education will they need? Where is the program offered and how long does it 
take to complete?

• Know where you and your teen can go to explore options or get more 
information.

Source: Health and Life Skills Guide to Implementation (K-9) ©2002, Alberta Learning
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