Entering

1. Please retrieve a writing instrument (pencil or black pen – no other colors are allowed in business), planner and business notebook.

2. Place any other personal items UNDER the middle table. No personal items are allowed on top of the tables.
3. Report to your assigned workstation. There is a seating chart on the back wall if you forget.
4. Check the front board for the daily assignment for your class period.

5. Never touch another student’s computer or modify any settings on your computer. This will result in an automatic referral.

6. Work quietly and efficiently until you receive a pop up with stretching instructions. 

7. Please remind me do take attendance during your stretch time.

8. Once I have taken attendance, return to your assignment and work diligently until you receive another pop up with clean up instructions.
Exiting

1. Save all your work, with the proper name, to the proper location.
2. Put your lab headphones on top of the tower or pack your personal headphones in your bag.
3. Check for any personal belongings (writing instruments, books, papers, folders, etc) and/or trash and take them with you.

4. Push your chair under the workstation.
5. Get your personal belongings and pack up quietly.
6. Wait quietly at YOUR workstation to be dismissed by the teacher, not the bell.

How do I answer the phone?
You should always answer any phone in a business like manner. Even with caller ID, we don’t always know who is on the other line. First impressions are the most important and they last the longest. The most appropriate way to answer this phone is…

Thank you for calling Mrs. Heins business lab. 
This is “YOUR NAME” speaking, 
how may I help you?
