		English Department Attendance Policy and Procedures

	Attendance in any English class is a vital step for success and counts as a significant part of the Daily Average in the course.  Students are expected to participate fully in class discussions and activities to satisfy course expectations that are designed to improve their literacy and communication skills.  If a student’s absence is Unexcused,  any written or oral work missed will be graded zero.  Any unexcused absence will also cause the reduction of points for the quarter’s Daily Average. 
	If a student’s absence is Excused, the class work may be made up according to the teacher’s grading policy. It is the student’s responsibility to make up work in a timely fashion. The student will also arrange to make up discussion and activity work.    Students who have more than 3 excused absences per quarter must make up each missed absence by participating in make-up discussion activities. “Excused” absences include family vacation days, college visits, or field trips.  Students who are absent may email the teacher for make up work that they can complete at home.
	Tardies:  Students who are tardy to class must have a signed pass.  Students who are tardy without a pass,  or who are Tardy to School are unexcused for the activities missed and receive a zero.  Teachers will take further disciplinary action for anyone who is tardy repeatedly.    Since trips to vending machines or off-campus restaurants often contribute to tardiness, students are reminded that no food or beverage is allowed in English classrooms.  
	Planned Absence Report:    Students who take family vacations, or visit colleges, or who schedule appointments during class time must fill out a Planned Absence Report for the English teacher AFTER getting permission for the Absence from the Main Office. Students should complete the form at least one day prior to the planned absence.  The student and teacher will know what work will be completed during the absence, and what work will be completed when the student returns. 
	Substitutes:  When the teacher is absent, students will continue to follow classroom policies and procedures.  They are expected to respect any other staff member who is substituting for the teacher who has left work for the class to complete.  Failure to do so will result in disciplinary action as well as loss of credit for the day’s classwork.
	
		Profanity / Appropriate Use of Language

	Since the English Department is responsible for teaching standards of English language usage, we have expectations for students’ vocabulary.  Profanity or use of slurs is inappropriate and disrespectful in oral and written forms and will not be allowed in the classroom or in the corridors surrounding the English classrooms,  not even when the student is trying to imitate a modern “style.”  School policies about profanity will be followed.  Although some literature does include the use of profanity or what is now considered politically incorrect language,  the English Department does not present that form of language as a model for students to copy;  instead,  the style is presented as an example that educated students would not want to imitate,  and as a model of how language usage can indicate our character.  In class discussions, journal writing, and all other forms of oral or written communication, students are reminded of school policies on harassment and violence,  as well as the need for mutual respect for others. Students should remember that any teacher is required by law to disclose threats or other potentially harmful language to the proper authorities.

PLAGIARISM / CHEATING
 Students are expected to maintain the highest of academic standards and integrity [honesty] in all facets of learning and assessment.  [“Academic integrity” simply means that students are responsible to do their own work, or that if they use ideas or information from others they “give credit where credit is due.” That “credit” may be in the form of explaining who helped with the assignment, or more formal citation of the sources used to acquire information or visuals. Failure to give that appropriate “credit” leaves a student open to questions about academic integrity / honesty. ]
Plagiarism is one form of cheating that will not be tolerated. According to Write for College, the writing manual used by all AHS seniors, the tips for “Avoiding Plagiarism” begin with “You owe it to your sources, your reader, and yourself to give credit for other people’s words and ideas used in your writing.  Not only is this the legal thing to do, it’s also the smart thing to do. Citing sources adds authority to your writing.  Using sources without giving credit is called plagiarism, the act of presenting someone else’s ideas as your own.  Don’t plagiarize”(328) Plagiarism can happen in any kind of assignment [homework, essay, power point slides, research, etc.] in any subject.  Although research skills are specifically taught and required in English classes, students are expected to use these skills in every course that they take. 
Forms of plagiarism include
· Copying homework or other students’ work to submit it as your own. Both students are considered equally responsible for this act of cheating.  Teachers will indicate when collaboration on an assignment is allowed. [AHS Student Handbook}
· “Submitting another writer’s paper [student or paper found online] as your own: the most blatant form of plagiarism
· “Using copy and paste:  it’s unethical to copy phrases, sentences, or larger sections from a source and paste them into your paper without giving credit for the material.  Even if you change a few words, this is still plagiarism.
· “Neglecting necessary quotation marks:  whether you quote just a phrase or a larger section of text, you must put the exact words of the source in quotation marks and cite them.
· “Paraphrasing without citing a source:  paraphrased ideas must be credited to the source, even if you entirely reword the material.
· “Confusing borrowed material with your own ideas”: identify the ideas you get from sources as you do your research so that you remember where you got each idea from (Write for College 328)
Students are reminded that repeated violations of these regulations affect their grades (by receiving zeroes for assignments), their behavior record, and their reputation for academic integrity,  honesty, and character.  Infractions of this rule may result in serious disciplinary actions despite the fact that it may be the first offense.

Electronic devices/ cell phones:  
Cellular phones and text messaging devices may not be operated during school hours – 7:30 am to 2:30 pm.  Students having a cell phone, iPod, or other unnecessary electronic device capable of storing data, out in class, whether on or off, or in use during an assessment process, will result in an assumption of academic dishonesty and a disruption of the educational process. Students will not use electronic devices in a classroom or during any assessments including class assessments , MCAS,  SAT, or AP exams.


