
Career Prep Classroom Rules & Procedures  
Sparkman 9th Grade School 

Mrs. Jennifer Graham, Teacher  
 

This course is designed to provide students with “real life” skills which will help them continue to succeed in school 
and in the workplace.  We will work on Academic based lessons as well as Character traits which will help them compete in today’s 
college and job markets. Just as there are appropriate workplace behaviors, there are appropriate school behaviors.  Students will be 

required to follow the guidelines listed below.  
 

1. All student conduct policies included in the Madison County Student Code of Conduct Manuel will be enforced. 
When signing a work contract, you will be signing to agree to all procedures of that workplace, these will vary depending on 
the workplace, but ALL jobs have rules.  
 

2. Students must be on time.  Late to work?  What happens?  
 

3. There are no “sticky” drinks allowed in class, only bottled water.  Any beverages or snacks for lunch should be 
closed and under table or in backpack at all times.  NO snacks or drinks in the computer labs. Would you want your 
Doctor to have “cheese puff fingers” when he/ she was examining you?  
 

4. All school property including computers, books, tables, etc. are to be respected.  No one will be allowed to write on 
any of these items. If you are found to have tampered in any way with a computer, all computer privileges will be 
revoked and you will be written up for vandalism for which consequences include alternative school.  Try writing 
your name all over your desk at work, on second thought, don’t that will get you fired.  
 

5. Cell phone Usage:   
Cell phones should only be used when:  

a. You have completed your assignment and are waiting for further instructions, 
b. You are using it to help access information in order to better complete a question or assignment, or  
c. You are using it to access our Class Canvas page, or to check your grade in INOW.  

Cell phones should NOT be used when:   
a. We have a guest speaker,  
b. We are having a class discussion OR Mrs. Graham is teaching / instructing on a topic,  
c. INSTEAD of doing your assignment or participating in class or group discussions, and  
d. During a test of any kind.  

Consequences:   
1st

 offense- taken up for the class period 
2nd

 offense – taken up for the entire rest of the day, 
3rd

 offense – taken to the office and held for 24 – 48 hours by the administration in which it can 
only be released to a parent. 

Cell phone etiquette is an important tool in today’s workforce. When to answer? When not to? You will need to 
practice and know when to use in different settings and situations - there is a time and place for everything, so ask 
yourself “Is this the time and place?”.  

 
6. When absent, a note must be put in the attendance box outside of the gym/lunchroom area or taken to the 

attendance office before school or between classes / break.  When I’m absent,  I have to log into a computer system and 
find a sub, make plans, and send my boss an email.  
 

7. All make-up work must be done on the students’ own time and submitted to Canvas or placed in the corresponding 
students’ box. Mrs. Graham is NOT responsible for remembering when you were absent.  Check the Canvas 
Calendar.   If you don’t finish a job, you will work overtime.  
 



8. All work must be either submitted to Canvas OR turned in to your classes’ box.  Any work not in the box will not 
be graded.  Your boss will have specific places for presentations, equipment, etc. some of these are OSHA standards for safety.  
 

9. No talking is allowed while the teacher is talking.  Students should raise their hand if they have a question or 
comment.  During non-instructional time students may talk at a respectful level, using “inside voices” while they 
complete assignments.   Students will be given a warning if their voice level gets too loud.  In college, a professor will 
just ask you to leave, this is not a good idea since you’re paying for the course and the professor has WIDE discretion in 
grading. Hint:  You want them to like you. 
 

10. Be respectful to classroom guests and Substitute Teachers. If your name is left by a sub or I have to discipline you 
when we have a guest you will automatically be assigned 2-3 days of break detention.  Subs are usually members of our 
community who help out schools by stepping in when teachers have to be away, there is no excuse to treat them in any way 
other than with the utmost respect.  Many of our guests are using personal leave time to come to Sparkman 9 in order to 
provide you with the BEST information and experiences we can in Career Prep, so even if you are not interested in their 
specific Career or Information, they (and your classmates) deserve for you to pay attention, show a good attitude, and to 
represent yourself and Sparkman 9 well.  

 
Consequences 

1. Student will be given up to 2 warnings before action is taken. On the 2nd
 offense,  the student will be asked to speak 

one on one with the teacher. 
2. Detention will be given on the 3rd

 offense. (This includes lunch and break) 
3. If detention is skipped an extra day will be added to detention. 
4. If student does not show for detention the 2nd

 time or student becomes belligerent, etc. the student will be given a 
discipline referral and sent to the office.  

5. Extreme class disruption or frequent detentions will result in immediate discipline referrals.  Any student who 
becomes disrespectful or belligerent to the teacher will receive an immediate discipline referral.  No warnings will 
be given for this behavior.  

6. If a student does not respect the classroom materials, they will no longer be allowed to use them.  
 
 
 
I have read and understand the Classroom rules & procedures for Career Prep.  I am willing to abide by these rules so that 
the class can be an enjoyable learning experience.  
 
 
_________________________________________  _______________________________________ 

Student Student 
 

(print)  (sign) 
________________________________________ _____________________________________ 

Parent/ Guardian Parent / Guardian  
     (print)      (sign) 

 


