
Class Description
Welcome to CTC Graphic Design Class of 20-21 and to what will definitely will be an interesting year!  

Design touches everything in your life, from the packaging of your breakfast cereal to the logo on the clothes you 
wear.  The world of design is a fast paced and exciting one. Emily and I personally enjoy working in the field as a 
freelance designers and look forward to teaching what we have learned. 

You have chosen to attend the Careerline Tech Center to prepare yourself for the real world of design. The 
Graphic Design classroom, lab and online classes will be conducted as if you were a designer working in a 

real design studio.  We will be acting as your art directors and guiding you through real contests and projects so you can build a 
professional portfolio.  To help you understand exactly what is expected of you, please read the rest of this classroom management 
handbook and the CTC handbook available at www.oaisd.org/downloads/ctcstudent_services/ctc_student_handbook.pdf
If you have any questions at all, please feel free to ask or e-mail them to us anytime at:  
(Sally) ssalkows@oaisd.org    (Emily) enewell@oaisd.org

Attendance
If you are feeling even a little bit sick, Please stay home - it will not effect your grade! (see your CTC student handbook 
online for the latest on CTC attendance rules)  Don’t worry we have you covered... check our class website: ssalkowski.com for 
any missed assignments, video training or hand outs and you’ll never fall behind or miss a beat or a deadline if you are home.

CTC Mask Policy
CTC prioritizes keeping students healthy.  As a result we are following recommendations from the CDC, the Governor’s office and 
the local Health Department.  All staff and students at CTC will be required to wear masks while in attendance.  Masks must cover 
nose and mouth and adhere to CTC dress code.  

Breaks
When the weather permits we will be taking a 10 minute break halfway through the session outside, during this time you will be 
allowed to have a small snack/drink from home and remove your mask. (we have a lot of outdoor space so we can spread out) for 
the safety of everyone we can’t sit together or share food/drinks but you will be allowed to check your phone and visit with your 
virtual friends. 

Bathroom: Only one person may leave the room at a time to use the bathroom. There will be a sign out sheet on the table in the 
computer room; it’s simple just print your name, time left, and time when you returned please PLEASE PRINT CLEARLY and USE 
YOUR OWN PEN/PENCIL.  For your own safety please go directly to the bathroom and directly back to class and never ever leave 
the building.   *Every time you leave the room you we be required to use hand sanitizer as you reenter.

Classroom and Tools
The supplies we use in the class are professional grade and worth a lot of money (for example the Copic markers are $5.00- $8.00 
a piece!) Because the supplies we will give you this year are professional quality we are trusting you to use them in a professional 
manner; this means taking the time to clean and lock them up in your drawer.  
* Sorry all supplies must stay in the lab and can not be taken home.   

Locks
You will be given a key to your own drawer next to your desk. Be sure to lock up your supplies at the end of each class, this will be 
your way of making sure no one else touches your art supplies.  
*Lost keys will result in a replacement charge so keep them in a safe place



Technology
Get ready! You will be using top of the line Mac desktops and laptops.  You will also get to use a Cintiq drawing tablet, scanner and 
learn how to use your own phone to capture and upload images and projects to build your digital portfolio.
You are expected to use professional names for your documents and folders.  Please Do not install fonts, clip art or software from 
your home computer, net (or anywhere else) on to the computers at the Tech Center, without instructor approval. If the computer 
is frozen or not working right do not try to fix it yourself; please notify the instructor. Please no art supplies in the computer 
lab...Eraser crumbs and keyboards do not mix.  At the end of each session you will be responsible for carefully wiping down and 
technology you used with an alcohol wipe to kill any germs.

Listening to Music
You may listen to music with your own headphones in both labs during work time but not watch videos.

Net Use
The internet is a great tool for you to access reference for your work and we will be using it a lot.  We will be covering the legal 
and illegal use of art and pictures downloaded from the net in class.  We expect you to be professional and use the time you have on 
CTC technology wisely you will not be allowed to check your e-mail, visit non-work related sites, watch videos or play games.

Class Web Page
Computer training, a PDF of this handbook and everything graphic design will be available 24/7 on our class web page and can be 
found at: ssalkowski.com

Phones
Your phone can be a great communication tool and because you use it a lot it can get pretty germy- please be responsible and 
disinfect your phone when you enter your lab.  From the Apple support site 8/20/2020:  “ Is it OK to use a disinfectant on my iPhone?
Using a 70 percent isopropyl alcohol wipe or Clorox Disinfecting Wipes, you may gently wipe the exterior surfaces of your iPhone. 
Don’t use bleach. Avoid getting moisture in any openings, and don’t submerge your iPhone in any cleaning agents”   You may use your 
phone for taking photos for your work or of the board instead of taking notes. You may leave your phone on your desk and check 
messages, but please do not reply to any message/text until our break or the last 5 min. of class, if it is an emergency, please ask your 
teacher for special permission to use you phone. You will be asked to sign up for Remind so I can send you text messages when 
needed. It is an important Skill4Success to use your phone in a professional manner. 
* if you do not santizer your phone in class you will not be llowed to use it in class.

Remind
We will be using Remind to help keep you informed about important news and updates. Remind is a free service that allows you to 
get messages directly on your phone. Joining my class on Remind is easy and you can choose whether you prefer text messages or 
smartphone notifications.

Signing up for text messages:  Text my class code ( am: 73d34h   pm: d9kakbd ) to the phone number 81010.  Reply to the text 
messages from the Remind team -That’s all you need to do to start receiving messages!

You can also Download the Remind app on your Android or iOS device, you will receive a link when you sign up or 

Art and Design Content
On all projects, sketchbook entries, drawings, etc in class no references to the following will be accepted: derogatory ethnic themes, 
arson, gangs, sex, drugs, weapons, alcohol, tobacco, firearms or any potentially offensive material. Remember, what you draw or design 
at home with your own materials is up to you but this is school and like any employer there are guidelines on content.  After all, the 
school is paying for all your supplies, and they don’t want work that will offend or hurt anyone. If you are not sure about correct 
content check with your teacher.

Visual Journals
You will be issued a high quality sketchbook and you are expected to keep all your process work in it and some of our media 
experiments, but feel free to get creative in this space and show off what you can do...Everyone loves a good doodle! This book will 
serve as an excellent resource book when brushing up on terminology and to show clients your creative thought process. 

Grades
Evaluations and Deadlines are a very important part of the design field.  Your grade will be based on: research and development, 
projects, media experiments, online computer assignments and tests/quizzes. Every project we do in this class will be very different 
and will have it’s own grade criteria that will be provided, explained and taught before the project is due.
 A big part of your grade will be the creative process; thumbnails will be worth a point each ( an average of 5-10 points)  and must 
be uploaded to Goggle Classroom on the assigned deadline to receive full credit. Thumbnails are your quick pencil sketches showing 
your basic ideas and a project can not move forward without them; therefore it’s extremely important that they be done on time. 
Late thumbnails will be reviewed by your instructors and feedback given but no points will be awarded. Rough Comps must be 
colored, complete and uploaded to Goggle Classroom by the assigned deadline to receive full points; late Rough Comps will receive 
1/2 points. Final projects must be uploaded to student’s Behance digital portfolio on the assigned deadline for the 10 points.
*You may turn in any project up to the last week of the trimester for full credit with the exception of deadline points.

Early Release
Some schools have an early release at 10:00am and 2:00pm, the rest of the class will dismiss at the regular times of: 10:45am and 
2:45pm. *Sending schools have control over the release times it is not up to your teacher. 

Student Identification
Students are required to use the name that appears on the CTC class list for all competitions, schloarship oppertunities and our 
portfolio review.

Student Awards
Tech Center students are eligible to receive two awards, the Superior Commitment Award and the Excellence in Achievement Award. 
These are great to have when interviewing for a job, college or scholarship. Guidelines are provided in the CTC student handbook.

Clean-up Procedures
Clean up will be so important this year to keep us all safe and healthy.
The last 15 minutes of each day will be used for clean-up, CTC will provide state approved cleaning supplies. Please do not leave 
anything out on your desk or in the computer lab, please do not use the bottom of your desk or drawer as a trash can use the waste 
bins and recycled bins provided in the lab. 
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Skills4Success

Skills4Success were defined by area business, education, civic and community leaders through a series of open forums, dialog and 
feedback with the goal of providing students with an up to date guide to what skills are need to excel in areas such as: personal 
accountability/ SAFETY, collaboration and initiative. These skills will not be graded but are a critical part of our Graphic Design class. 
There are four categories that students will examine: working below expectations, approaching expectations, meeting expectations, 
and exceeding expectations. Students will have the opportunity to evaluate where they are and set goals to achieve each trimester. 

Prepared & Ready to Work Positive Attitude InitiativeAttendance/On-Time

Regularly meets deadlines:
thumbnails and comps finals.
 
Regularly uses technology 
Responsibly: log out, tablet pen 
put in holder, Internet/music policy.

Regularly follows phone policy.

Regularly ready at “Bell”.

Regularly participates in critiques.

Regularly flexible and open 
to the creative process. 

Regularly has professional 
Conversations, participates in 
class discussions. 

Regularly is focused & on task.
(makes eye contact with speaker/during
 Lectures/pay attention at Blue table) 

Regularly seeks appropriate 
help to solve a problem. 
(Goggle, peer, teachers)

Regularly produces high 
quality work.  

Regularly engages on-line learning. 

Regularly completes quality
visual journal entries.

Consistently meets deadlines:
thumbnails and comps finals.
 
Consistently uses technology 
Responsibly: log out, tablet pen 
put in holder, Internet/music policy.

Consistently follows phone policy.

Consistently ready at “Bell”.

Uses professional terminology 
in critiques/leading a critique. 

Independently engages in 
the creative process. 

Consistently has professional 
conversations, participates in 
class discussions. 

Consistently is focused & on task.
(makes eye contact with speaker/during
 Lectures/pay attention at Blue table) 

Self directed problem solver and 
shows they can apply client/
3rd party input to their designs.

Is passionate about producing 
high quality design work.

Consistently engages 
in on-line learning. 

Consistently completes quality
visual journal entries and 
self-reflections. 

0-2 Absences for Trimester

0-2 Tardies for Trimester

NOTES:

3-4 Absences for Trimester

3-4 Tardies for Trimester

NOTES:

Name & Date _______________________________________________

    Exceeding Expectations    Award/Client work Goal

Meeting Expectations

Skills4Success  2018-19

student teacher

student teacher student teacher student teacher student teacher

student teacher student teacher student teacher


