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	Rationale


Well-presented bookwork is a valuable aspect of the teaching - learning process. It reflects the student's willingness to strive for excellence and the level of participation in their own learning. Bookwork includes student subject workbooks and computer documents.
	Aim


· To encourage students to take pride in their bookwork. 

· To foster students' organisational skills. 

· To assist in developing positive work habits. 

· To provide opportunity for students to display literacy/numeracy skills and syllabus competencies.

· To provide a tool for revision of course content

	Implementation


By the student
· Books are to be labelled with both name and subject. 

· A copy of bookwork rules and correction code should be placed in students' books 

· All work is to be neatly presented. 

· Margins must be ruled. 

· All work must include a date. 

· All work must have a meaningful heading. (eg: Australian Society)
· Mistakes are to be corrected in an appropriate manner. 

· Bookwork must be handed in when requested. 

· No inappropriate writing or drawing on or in books and folders. 

· Unfinished / missing class work to be completed as soon as practicable.

· Unsuitable bookwork may be required to be re-done in the students own time. 

· Bookwork may be marked twice each term by the student (self-evaluation).
By the teacher
· Bookwork should be marked twice each term by the classroom teacher. 

· Incomplete work to be noted in books and a required completion date identified.

· A warning letter will be sent home if completion date is not adhered to.

· Work samples are marked as demonstrations of the skills of presentation and according to levels of completion and competency.

· Book samples are shown to the Faculty Head Teacher on a regular basis. 

· Errors made in bookwork will be marked according to the school’s correction code.

· Bookmark is a component of the merit system.

	Assessment Component


Work samples, identified as assessment tasks in the assessment schedule, are marked separately.
