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Clermont State School
BOOKWORK POLICY
At Clermont State School, we have high expectations for bookwork of all of our students, from prep to year 6.  All students are expected to adhere to our bookwork and presentation guidelines, as follows:
· Keep it neat at all times, with no scribbling or graffiti.
· Write with correct Queensland handwriting formation. Preps and year 1s Beginners font (preps in blue lines until semester 2 then in red and blue lines and year 1s in red and blue lines), year 2s write with entries and exits and years 3-6 cursive writing. Specifically teach correct number formation and positioning on the lines.
· Use every page consecutively.
· Write in pencil / pen (depending on whether you have been issued your licence) – pencil only during maths. Use sharp pencils of a suitable length.
· Write headings for all work.
· Write the date neatly eg. 28/06/19), years 2-6 write it in the margin.
· Use a ruler to rule straight lines.
· Rub out with an eraser or rule a single line through mistakes.
· One subject per book (teacher’s discretion).
· Complete and label diagrams in pencil. Labels are written horizontally and straight lines are ruled (no arrows for labelling).
· From year 2 onwards, rule a ruler’s width margin. Year 2s to rule margins in pencil and years 3-6 to rule margins in red pen (lined books down the left hand side, quad books with pencil, one line down the middle). Students rule a straight line after each completed task (years 1-6 on the red line). Titles are underlined on the blue line under the body letters. No writing above the top line or below the bottom line.
· Use standard editing marks as per editing and proofreading program.
To achieve this, all teachers explicitly teach  the bookwork and presentation expectations.  Teachers explicitly teach correct handwriting posture, pencil grip and book slant . The classroom teacher provides feedback on bookwork and the Principal/Head of Curriculum regularly checks students’ bookwork to ensure consistency across the school.  Students are rewarded for excellent bookwork – stickers from the Principal, awards given at weekly parade and best samples placed on noticeboards in classrooms etc.  
