Birchwood School Computer Policies and Procedures
Policies
1. Respect Yourself
· Try your best

· Don’t think or say negative things about your work

· Use self-control

2. Respect Others
· Be helpful and kind

· Work cooperatively when in groups

· Don’t think or say negative things about other or their work

· Listen to and acknowledge others

3. Respect Property
· Keep work area neat 

· Keep print area and other common areas neat

· Handle all property (CD’s, monitors/laptops, printers) as trained

· Put all materials back in their places when finished

· Follow all rules concerning software and programs

1. Do not use computers without permission

2. Do not go online without permission

3. Do not download software without permission

4. Do not save to Network without permission

5. Do not change any computer settings without permission

6. Notify teacher immediately if something is wrong or broken

4. Respect Teachers
· Greet and look teacher in the eye when addressing him or her

· Listen and pay attention (especially the first five minutes of class)

· Do not talk while the teacher is instructing

· Sit up straight and stay in your seat

· Raise hand and wait until teacher can acknowledge your request

· Ask both neighbors if you need help before asking the teacher

Procedures

1. Enter class quietly and sit at desks – bring flash drive! or Enter lab quietly with laptop and sit at assigned seat. 
2. Listen intently to the overview for the day (first five minutes) and follow instructions to the best of your ability.
3. Use headphones only when instructed. 

4. If having trouble, ask both neighbors before asking teacher.
5. Raise your hand until your request is acknowledged.
6. When finished with assignment, raise your hand and wait until acknowledged.
7. Ask permission before saving any work on your PC or the Network - you should be using your flash drive!

8. Close all programs and put materials back in their place before leaving. If using laptops, close all programs and take out CD’s before shutting down or shutting lid (in computer lab). Always plug in laptops in proper shelf. 

9. Help pick up and organize things in the lab or room if you are done with your work area. 
10. Stand quietly in front of your station before dismissal (in computer lab).
