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I.   Course Description:

	
This class is for seniors only.  Students will assist with clerical needs of the main office, guidance office, media center, attendance office, and others as assigned.  Students will receive a grade and ONE (1) credit.  Workplace skills such as filing, typing, and reception duties will be emphasized.  Enrollment will be limited and selection based in part on attendance and conduct.  

	
	

	II.  Course Objectives:
	The Office Aide class gives students an opportunity to put into practice office skills learned during their school career.

	
	

	III. Classroom Expectations:
	Student aides will remain with their assigned supervisor.  Aides will not leave their assigned area unless they are instructed to do so.  In the event a student aide has free time, that time will be used for study in the assigned work area/classroom.

Student office aides will not use their status as an aide to get a student out of class unless the supervisor has requested the student’s presence.

Student office aides are expected to conduct themselves in a professional manner when greeting the public, teachers, or dealing with fellow students.

Students will keep information confidential.

Student aides will not eat or drink while on duty.

	
	

	IV. Grading Policy:
	Weekly grades (100 pts) are based on the following rubric.  
An office aide will:

Cooperatively follow directions			30%
Stay on task with minimal supervision		20%
Thoroughly complete each assignment		20%
Exhibit a professional, mature persona                      10%
Effectively utilize free time (does homework)	10%
On time and Sign-In --- Attendance Book DAILY    10%
	
Attendance: Students are allowed by school policy 5 excused absences.  Unexcused absences will result in a zero if a grade is taken for that day.



Note: 
1. The academic misconduct policy of the school will be followed in this course.
2. The attendance policy of the school will be followed for this course.
3. Any student who receives failing grades during this course is urged to discuss this with the teacher immediately.


