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Bookwork Procedures and Policy

RATIONALE

By developing a standardised and sequenced approach to bookwork it is expected that students will develop a sense of continuity and familiarity with bookwork expectations. High expectations and standards in this area keep the focus on quality work at all times. This should assist students to maintain acceptable standards of neatness and presentation. 

PURPOSE

· Children will take pride in their work and in its presentation

· There will be continuity throughout the school

· Develop a sense of personal pride in bookwork

· Promote a sense of “quality” in all aspects of bookwork
At Holbrook Public School, we believe:

· Students enter school with pre-handwriting abilities and experiences

· Students need time and opportunity to develop correct handwriting styles

· Students need encouragement to develop correct handwriting-style and bookwork presentation

· Students need the opportunity to present and display written work (including use of technology) for different purposes and audiences

· Legible and fluent handwriting is essential for effective written communications

· Presentation, neatness and fluency only partly constitute quality work.
RESPONSIBILITIES
The role of the teacher:

· Provide regular handwriting lessons in the ‘NSW Foundation Style’

· Promote correct posture, pencil grip, use of materials, and to share this with parents

· Expect high standards of bookwork, providing regular practise from the board

· Regularly check bookwork and ensure student understanding of editing codes and comments

· Provide a variety of experiences for children to practise with a variety of instruments and in a variety of contexts

· Provide opportunities to share good bookwork

· Celebrate quality work through use of stickers, stamps, certificates, written comments for neatness, style and presentation.

· Recognise the importance of word-processing, desk top publications and multi-media presentations as part of bookwork standards.

The role of the student:

· To use upper and lower case letters correctly

· To reflect upon and apply suggestions for corrections made in teacher comments 

· To ensure books are protected with covers (paper, contact, or class-made), correctly labelled with full name, subject and class

· To date each piece of work – short for maths (2.3.16), full date (Monday 2 March 2016) for all other written work (Stage 2 and 3. Stage 1 where appropriate).

· To rule a line through or place a small cross next to any errors (no liquid paper)

· To refrain from the use of graffiti and scribble

· To cut, trim, fold and paste sheets neatly when requested

· To follow the school editing code
· To ensure correct posture and pencil grip
· To form letters correctly with consistent spacing, size, slope and alignment

· To use all lines in a book unless specified by the teacher (no lines left in between work)
· To ensure all written work in completed within the margin (no writing on top or outside the margin)

· To rule a 2cm margin from the top to bottom line with a standard regular red ballpoint (no felt-tip pens) (Year 3-6) or lead pencil (Year 2)
· To use a standard regular red ballpoint (no felt-tip pens) (Year 3-6) or lead pencil (Year 1-2) with a ruler to underline all headings

· To write own name on worksheets
· To accurately measure and draw page layouts and borders
· To use pages consecutively and completely unless specified by the teacher

· To take pride in all work
· To print all labels on maps and diagrams 
· To use textas and highlighters as directed by the teacher

· To progress from HB pencil to a standard regular blue ballpoint (no felt-tip pens) by the end of Year 4
· To ensure all pencils are sharp and of a suitable length to hold
· To ensure they have the correct writing instruments for their stage
· To take pride in all work.
The role of the parent:

· Encourage children to complete work carried out at home, supportive of this policy

· Ensure all books are covered suitably

· Provide children with the necessary classroom equipment as determined by each stage.

Handwriting style

K-2
Foundation style print – I with stirrups

Year 2
Foundation style print – I with stirrups

Year 3
Introduce Foundation linking style

Year 4-6
Foundation style

*See appendix 1

Handwriting Lessons (refer to handwriting S&S)

The minimum requirement for handwriting instruction is:

Kindergarten
daily

Year 1

2 explicit lessons and 1 practise lesson per week

Year 2 

2 explicit lessons and 1 practise lesson per week
Year 3

2 explicit lessons and 1 practise lesson per week
Year 4

2 explicit lessons and 1 practise lesson per week
Year 5

2 explicit lessons and 1 practise lesson per week
Year 6

2 explicit lessons and 1 practise lesson per week
Students will move from pencil and print to pen and cursive in accordance with their achievement of skill level. It is usual that the appropriate level of skill would be achieved by Year 4.

Teacher modelling through structured lessons, board work and written comments in books, will closely follow approved NSW Foundation Style. 
A standardised proof reading and editing guide used from K-6. This will be displayed in each class room and children will be made aware of the symbols and their explanations.

*See appendix 2. 

HINTS FOR TEACHERS

· Take time at the beginning of the year to make sure all of the children understand the setting out routine for each book.

· Mark ALL books on a regular basis, with emphasis on presentation, spelling and grammar.

· Quietly point out to children their errors.

· Look at books from other classes.

EVALUATION
· Books will be supervised regularly (see Supervision Policy)

RESOURCES

· The purchase of exercise books and pencils will be organised by the Assistant Principal.
	PROCEDURES

	

	Equipment:
	Pens, pencils and rulers

	Kindergarten
	Thick coloured pencils, crayons
Grey lead pencils 

	Year 1
	Thin grey lead and coloured pencils 
Introduce rulers

	Year 2
	Thin grey lead pencils
Junior ruler

	Year 3
	Thin grey lead pencils, red pen
Junior ruler

	Year 4
	Thin grey lead pencils, red pen
Junior ruler
May progress to ball point pen (blue and red) when skills developed

	Year 5
	Ball point pen (blue and red)
Thin grey lead pencils
Senior ruler

	Year 6
	Ball point pen (blue and red)
Thin grey lead pencils
Senior ruler

	

	Margins:
	

	Kindergarten 
	No margin required

	Years 1 and 2
	Introduce 2cm margin, measured top and bottom line and ruled in pencil

	Year 3
	2cm margin, measured top and bottom line and ruled in red pen

	Year 4
	2cm margin, measured top and bottom, ruled top and bottom line in red pen

	Year 5
	2cm margin, measured top and bottom, ruled top and bottom line in red pen

	Year 6
	2cm margin, measured top and bottom, ruled top and bottom line in red pen

	

	Date:
	To be written at the left hand side of the page.

	Kindergarten and Year 1
	Date on all work

	Year 2
	Introduce long date

	Years 3 to 6
	Long date written in all books, except maths

	


	PROCEDURES continued

	Corrections:
	

	Kindergarten, Years 1 and 2
	Mistakes to have a single line through the word. The correction to be written after the mistake.

	Years 3 and 4
	Mistakes to be ruled through with a single line using a ruler and pencil. The correction to be written after the mistake.

	Years 5 and 6
	Mistakes to be ruled through with a single line using a ruler and red pen. The correction to be written after the mistake.

	Notes:
	Liquid paper or other correction type pens/liquids not to be used by students in any book.
Erasers to be used at teacher’s discretion.
Children may mark their work using red pencil or pen.

	

	Other Layout Considerations:

	Kindergarten to Year 2
	Print in NSW Foundation Style handwriting in all books

	Year 3
	Introduction of cursive NSW Foundation Style in handwriting books only

	Year 4
	Gradually introduce cursive NSW Foundation Style to other books

	Years 5 and 6
	Cursive NSW Foundation Style used in all books.

	

	Years 3 to 6
	Columns may be used in maths books, by measuring and ruling the writing space into either halves or thirds. A margin is still ruled before measuring and dividing into columns.

	Kindergarten to Year 6
	Colouring of pictures to be done in coloured pencil.

	
	Date (long or short) to be written at the left hand side of the page. A heading, if appropriate, to be written on the line below the date and underlined (Yrs 3 - 6). Work to begin on the line after the heading.

	
	Numbers to be written next to the margin followed by a full stop.

	
	It is not necessary to leave a line between sentences.

	
	Do not begin a new page until the previous one has been completed. Leave one line and rule off at the end of completion of work.


	BOOK GRADINGS

	

	Kindergarten:
	

	Scrapbook
	General Use

	A4 Book
	Project book (lined)

	A4 Workbook
	A4 book (half lined and blank)

	Handwriting
	Yellow (10mm, double ruled with guide, landscape, 32pp)

	Geography, History, Science, PD
	Document folders

	Handwriting Text Book
	

	

	Year One:
	

	Scrapbook
	General Use

	A4 Book
	Project book (lined)

	Workbook
	Red (12mm, single ruled, portrait, 32pp)

	Handwriting
	Yellow (10mm, double ruled with guide, landscape, 32pp)

	Geography, History, Science, PD
	Light Blue (12mm, single ruled, botany, portrait, 64pp)

	Handwriting Text Book
	

	

	Year Two:
	

	Scrapbook
	General Use

	A4 Book
	Project book (lined)

	Workbook
	Red (12mm, single ruled, portrait, 32pp) 

	Handwriting
	Light Green (8mm, double ruled with guide, landscape, 32pp)

	Geography, History, Science, PD
	Light Blue (12mm, single ruled, botany, portrait, 64pp)

	Handwriting Text Book
	

	

	Year Three:
	

	Workbook
	Dark Grey (10mm, single ruled, portrait, 64pp) 

	Handwriting
	Brown (6mm, double ruled with guide, portrait, 32pp)

	Geography, History, Science, PD
	Light Grey (10mm, single ruled, botany, portrait, 64pp)

	

	Year Four:
	

	Workbook
	Dark Grey (10mm, single ruled, portrait, 64pp)

	Handwriting
	Brown (6mm, double ruled with guide, portrait, 32pp)

	Geography, History, Science, PD
	Light Grey (10mm, single ruled, botany, portrait, 64pp)

	

	Year Five:
	

	Workbook
	Green (8mm, single ruled, portrait, 64pp)

	Handwriting
	Navy Blue (4mm, double ruled, portrait, 32pp)

	Geography, History, Science, PD
	Orange (8mm, single ruled, botany, portrait, 64pp)

	

	Year Six:
	

	Workbook
	Green (8mm, single ruled, portrait, 64pp)

	Handwriting
	Rose Pink (3mm, double ruled, portrait, 32pp)

	Geography, History, Science, PD
	Orange (8mm, single ruled, botany, portrait, 64pp)


Handwriting Scope and Sequence Early Stage 1 and Stage 1

· 2 explicit/guided lessons and 1 practise lesson per week

· Specific lessons to year group

· Explicit lessons include explicit instruction of formation of letter and use of text “Targeted Handwriting”

· Practise lessons written into handwriting exercise book

· Modelled by the teacher

Lesson 1 – Explicit/ Guided

· Guided instruction and practise of upper and lowercase letter 

· 1st page of text book for the week’s letter

· Focus on correct letter formation and pencil grip

Lesson 2 – Explicit/ Guided

· Guided instruction and practise of upper and lowercase letter 

· 2nd page of text book for the week’s letter

· Focus on correct letter formation and pencil grip

Lesson 3 – Practise

· Revise upper and lower case letter

· Write a short passage into handwriting exercise book

· Long date

· Lowercase letter

· Uppercase letter

· Sentence

· Pattern

	Term 1
	Term 2
	Term 3
	Term 4

	1
	Revision
	1
	Revision
	1
	Revision
	1
	Revision

	2
	Ll 
	2
	Mm 
	2
	Uu 
	2
	Gg

	3
	Tt 
	3
	Nn 
	3
	Vv
	3
	Qq

	4
	Ii 
	4
	Rr
	4
	Ww 
	4
	Dd

	5
	Xx 
	5
	Hh
	5
	Yy
	5
	Ee 

	6
	Zz 
	6
	Bb
	6
	Aa 
	6
	Ss 

	7
	Ff
	7
	Pp
	7
	Cc
	7
	Revision

	8
	Jj
	8
	Kk 
	8
	Oo
	8
	Revision

	9
	Numbers 
	9
	Numbers 
	9
	Numbers 
	9
	Numbers 

	10
	Revision
	10
	Revision
	10
	Revision
	10
	Revision


· Each student in K-2 will have their own Targeted Handwriting Textbook
Handwriting Scope and Sequence Stages 2 and 3

· 2 explicit/guided lessons and 1 practise lesson per week

· Specific lessons to year group

· Written into handwriting book

· Modelled on the board by the teacher

Lesson 1 – Explicit/ Guided

· Upper case

· Lower case

· Join the letter to each of the vowels e.g. la, le, li, lo, lu
· Join each of the vowels to the letter e.g. al, el, il, ol, ul
Lesson 2 – Explicit/ Guided

· Revise upper and lower case letter

· Write 5 lines of words containing the letter

Lesson 3 – Practise

· Revise upper and lower case letter

· Write a paragraph, of at least 3 sentences, containing as many words as possible with the letter at the beginning, middle and end of the word

	Term 1
	Term 2
	Term 3
	Term 4

	1
	Revision
	1
	Revision
	1
	Revision
	1
	Revision

	2
	Aa
	2
	Bb
	2
	Ii
	2
	Gg

	3
	Cc
	3
	Dd
	3
	Mm
	3
	Jj

	4
	Ee
	4
	Ff
	4
	Nn
	4
	Pp

	5
	Oo
	5
	Hh
	5
	Rr
	5
	Qq

	6
	Ss
	6
	Kk
	6
	Uu
	6
	Yy

	7
	Xx
	7
	Ll
	7
	Vv
	7
	Jj, Gg, Yy, Ff

	8
	Zz
	8
	Tt
	8
	Ww
	8
	Bb, Dd, Hh, Pp

	9
	Numbers 
	9
	Numbers 
	9
	Numbers 
	9
	Numbers 

	10
	Revision
	10
	Revision
	10
	Revision
	10
	Revision
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Appendix 2
K – 6 PROOF READING AND EDITING GUIDE

	Symbol
	Explanation

	[image: image4.jpg]Holbrook Public School

Quality education for all in a secure and caring environment




m M
	Does the word need a capital, or is it wrongly capitalised?



	O
	What punctuation is missing here? comma, full stop, question mark, exclamation, speech marks, apostrophe



	
speek
	Would you please check this spelling?



	^
	Is a word or phrase missing?



	Then
	Can you find a better sentence beginning?



	said
	Can you find a word that is more expressive?



	[
	Could this be a good place to start a new paragraph?



	?
	Does this make sense?



	
	


· To be used for writing

· To be displayed in every classroom
· A copy given to each student for their writing

1. Rule a 2cm margin using a standard regular red pen.

2. Rule a top and bottom line.
3. Margin in handwriting, no top and bottom line.
4. Lead pencil/standard regular blue pen must be used at all times unless told otherwise.
5. Write the date at the beginning of the day’s work in each book.
6. Headings must be underlined with a red pen, using a ruler.
7. Worksheets must be folded neatly or cut out and carefully glued into books.

8. Do NOT tear pages out of your book. See the teacher if you have a problem. 


· To be displayed in every classroom

Bookwork Review By Supervisor
	Teacher:
	Supervisor:
	Class:
	Year:


	Term
	1
	2
	3
	4

	Due Week
	8 
	8 
	8
	8 


Policy:
Correct procedures being followed:

	
	Year appropriate books being used for all KLAs

	
	Correctly ruled – e.g. 2cm margin (Year 3–6)

	
	Long date for literacy

	
	Short date for numeracy

	
	Foundation style writing used (printing K, 1, 2; linking Year 3; joined Year 4–6)


Procedures:

	
	Use of all lines

	
	Uses pages consecutively

	
	Neatly trimmed, cut and pasted sheets

	
	Correct writing materials

	
	Neatness – including error correction e.g. one line through mistakes

	
	General presentation – covered, no graffiti etc. 


Marking:
	
	Regularly checked bookwork in all KLAs

	
	Marked, commented, dated, signed

	
	Spelling and general editing 

	
	Areas for improvement

	
	Use of How2learn language


Comment:______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Supervisor: __________________________________________________ Date:___________________

Teacher: _____________________________________________________ Date:___________________
Reflection:___________________________________________________________________________________________________________________________________________________________​​______
Name: ____________________________________

My Bookwork (Kinder and Year 1)
Self-Evaluation
	
	YES
	NO

	My books are all covered
	
	

	My bookwork is neat
	
	

	All of my work has a suitable heading
	
	

	All of my work has the date
	
	

	I always hand in my work to be marked
	
	

	My spelling is usually correct
	
	

	I use capitals correctly
	
	

	I use pencil in the correct books
	
	

	I copy carefully
	
	

	I complete all work
	
	

	I am proud of my bookwork
	
	


Teacher’s comments in my books that I am proud of: ______________________________________________________________________________________________________________________

Teacher’s comments in my books that I need to take notice of:

______________________________________________________________________________________________________________________

My own comment about my bookwork: ______________________________________________________________________________________________________________________


Name: ____________________________________
My Bookwork (Year 2-6)
Self-Evaluation
	
	YES
	NO

	My books are all covered
	
	

	My bookwork is neat
	
	

	All of my work has a suitable heading
	
	

	All of my work has the date
	
	

	I always rule my margins neatly
	
	

	I always hand in my work to be marked
	
	

	My spelling is usually correct
	
	

	I use capitals correctly
	
	

	I use pen or pencil in the correct books
	
	

	I copy correctly
	
	

	I use all pages in my book (no waste)
	
	

	I complete all work
	
	

	I am proud of my bookwork: quality work, no graffiti.
	
	


Teacher’s comments in my books that I am proud of: ______________________________________________________________________________________________________________________

Teacher’s comments in my books that I need to take notice of:

______________________________________________________________________________________________________________________

My own comment about my bookwork: ______________________________________________________________________________________________________________________
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