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& Expectationy

This class is structured much like an actual business environment.
Therefore, you should treat all expectations as a criteria for
evaluation of your performance as an employee. In this class,

you are expected to:

Homework is usually given on Monday and is
due the following Wednesday. Homework is due
at the beginning of the hour on the due date.

The Late Pass “Ticket” must be stapled to the
top of the late assignment. This ticket can only
be used one day past the deadline AND if the
assignment has not been graded and returned
to students.

1. Come to class on time every day. Good employees are rarely

late for work and are usually early!

2. Redo work when it is not perfect. If you are typing a letter at work,
you would not send it with errors! Therefore, all business assignments
must be done correctly.

3. Begin working as soon as you arrive each day. Don'’t wait until
attendance is taken. Make good use of your time.

4. Do not use internet or electronic mail without permission. You
don't get to surf the net during free time at work. You will receive
ample time to check your grades, e-mail, etc.

5.Take good care of computer/technology equipment. Be sure to
follow the technology guidelines.

6. Have a good attitude. Please don't let a bad day make you a bad

person to be around. I
7. Follow all regular classroom rules as shown on the “Rules” video. : . )
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