
Ms. Gartley 
Class Policies and Procedures 

2015-2016 
 

Welcome to my class! In order to ensure that you will have a successful year here at West 
Forsyth, please read and adhere to the following rules and procedures. Please read through this 
information carefully, sign the attached form, and return it to me before you leave. This will 
count as an extra credit assignment. It’s going to be a great year! 

 Ms. Gartley 
 
Grading Scale           Grading Criteria 
 A = 90-100       20% Class work, homework 
 B = 80-89    30% Quizzes and participation 
 C = 70-79    50% Tests/Projects    
 D = 60-69     
 F = below 60 
 
*Notes:  Quarter and semester report card grades will reflect the numerical average of the 
student’s work.  The final exam grade is worth 20% of the final average.  

Grading will be done based on percentage averages, not letter grade averages. For 
example, if a student has an 86% (B) for the first quarter, a 76% (C) for the second quarter, and a 
90% (A) on the final exam, then he will end up with an 82.8% (B) for the semester. 
 
Parent Info 
 You can check grades using Parent Portal.  Feel free to email me if you need an update. 
 All WFHS and WSFCS policies will be followed in class. 
 Please email me with any questions and concerns you have about our class! 
 
Homework Policy / Notebook 

1. I DO NOT ACCEPT LATE WORK. Homework is due at the beginning of class, no 
exceptions. 

2. Anyone caught copying another student’s work or allowing another student to copy 
his or her work will receive a zero. 

3. Keep all assignments returned to you in your notebook, and bring your notebook to 
class every day. You may leave your notebook in class if this is easier for you. Being 
unprepared is unacceptable. 

 
Make-up Work Policy 

1. The school policy allows two days to make up missed work for each day absent.  It is 
the student’s responsibility to find out what he or she missed during an absence. 

2. Tests also must be made up within two days.  It is the student’s responsibility to 
arrange a time to make up a missed test.  I will not remind students to make up tests.  
If the student has not made arrangements in the allotted time, the resulting grade will 
be a zero. 

 
Late Work Policy 
 The English department does NOT accept late homework. 
 PROJECT DUE DATES ARE FINAL. If you are absent or sick on the day a project is 
due, you need to email it to me or have it brought to the school via parent, friend, carrier pigeon, 
etc. NO EXCEPTIONS. Yes, this still applies with excused absences. Turn in your work on time.  
 



Class Rules and Procedures 
1. Follow all rules in the student handbook (pay special attention to the dress code and 

tardy policies). 
2. Be in your seat and ready for class with all supplies when the bell rings. 
3. Be reasonable in your requests to leave the room. 
4. Your cell phone is your bathroom pass. If you need to use the restroom then you need 

to leave your phone with me for the remainder of the class period. If your parent 
needs to contact you, then please have them call the school. 

5. Speak only after raising your hand and being recognized by the teacher.   
6. Ask for permission to leave your seat for any reason. 

 
Cell Phones 
 Here’s the deal- your cell phone is not a necessity. Instructional time is limited and every 
minute of our class time is valuable. You may NOT use your phone in class unless you have 
explicit permission from me. When you come into class, place your phone in the pocket chart. (It 
will help you save some battery!) If you do not put your phone there and you are caught using 
your phone in class, I will take your phone, write a D1, and turn it in to the office, per WFHS 
policy.  

 
Behavior Expectations 
 I expect that all students have received training in respect and good manners at some 
point in their lives.  Please use your best behavior while in the classroom.  Some examples of 
respectful behavior are listed below. 
 

1. Follow directions the first time, without talking back or making excuses (or rolling 
your eyes, or sucking your teeth, or making any other disrespectful faces or noises). 

2. Show respect for your teacher, classmates, and school property.  Use a respectful 
tone of voice when addressing people.  Use eye contact.   

3. Speak only after the teacher gives you permission.  In my opinion interruptions are 
rude.  Every student and teacher has the right to speak in class without being 
interrupted.  Do not carry on conversations with other students while another student 
or the teacher “has the floor.”   

4. Take this class seriously.  Sit up straight in your desk and pay attention.  Take part in 
the discussions and activities.  Make an effort to understand the material and to 
complete all assignments.   

5. Use your time in this class wisely.  Do not work on assignments for another class, 
write notes, read books or magazines unrelated to your assignment, apply make-up, 
brush your hair, sleep, etc.    

 
Participation Expectations 
 I expect students to be active members of class. This means fully participating every day. 
Participation is a large portion of your grade. You can receive up to 5 points per day for 
participating. If you come to class and simply sleep, you will not receive points for the day. If you 
spend more than half of the class period off task, then you will only receive 2 points for the day. 
A day of full participation, consisting of staying on task, asking questions, contributing to 
discussions, etc, will earn you a full 5 points. IF YOU ARE ABSENT, you will only receive full 
points for the day if you make up your work within your two day allowance AND get your make 
up work in a timely, respectful manner. (Asking, “Did I miss anything?” while I am trying to give 
instruction does not count as timely or respectful) 

When students receive 2 or fewer points for the day, I will speak with them individually. 
If they receive 2 or fewer points for two days in a row, I will contact each student’s parent or 
guardian. Participation is key in this class. I am happy to answer any questions you have on this 
policy. 



__________________________________________________________________________ 
 
I have read and understand Ms. Gartley’s expectations.   
 
Student’s name (print) _______________________________________________________________ 
 
Student’s signature __________________________________________________________________ 
 
Parent’s name (print) ________________________________________________________________ 
 
Parent’s signature ___________________________________________________________________ 
 
Relationship to student _______________________________________________________________ 
 
Parent’s email address (print legibly) ____________________________________________________ 
 
Parent’s phone number _______________________________________________________________ 


