[image: kilmore][image: kilmore]KILMORE PRIMARY SCHOOL

BOOKWORK POLICY


Policy Statement 
We at Kilmore Primary School are committed to the development of lifelong learners in a dynamic learning environment where every child can be confident, successful and challenged in their learning.

Rationale
At Kilmore Primary School, we value and promote a high standard of bookwork. By developing a consistent set of expectations, students will develop continuity with their bookwork from Foundation to Year Six. High expectations and standards in this area keep the focus on quality work at all times and will ensure learners maintain acceptable standards of neatness and pride in their work.
It is also essential that students are encouraged to develop good habits and take pride in their books. Recognition by teachers and the school community of improvement in bookwork,  gives the student great satisfaction and is a powerful incentive for future effort. This set of guidelines seeks to establish and embed high standards of bookwork throughout the school for all learners strive towards achieving and maintaining. 
Beliefs
· Students enter school with pre-handwriting abilities and experiences.
· Students need time, encouragement and opportunity to develop correct handwriting styles and bookwork presentation.
· Students need the opportunity to present and display written work for different purposes and audiences.
· Legible and fluent handwriting is essential for effective written communication.
· Presentation, neatness and fluency are important skills for all students but are only part of what constitutes quality work.
Aim 
· To set guidelines for the acceptable presentation of students’ workbooks. 
· For students to take pride in the work they present in all classes. 
· To foster students’ organisational skills. 
· 
Outcomes 
· Students will take pride in the presentation of their book work and will be proud of their work at all times. 
· Well-presented books with legible handwriting to help students to work toward achieving expected academic outcomes. 

Expectations
· Effort towards, and achievement of quality bookwork will be recognized, valueds and promoted by teachers.
· Graffiti or scribble do not have a place anywhere in books.
· Pages are not to be torn out by the student.
· Every page and every line is to be used where appropriate.
· All work is to be dated.
· The school’s editing code is to be used to correct errors.
· Erasers may be used for pencil at discretion of the teacher.
· All Learners use lead pencils until issued with a ‘pen licence’. After that, blue pen is used for all writing.
· Children can be granted a probationary licence in grade three and a full licence in grade four.
· Pencil continues to be used for map work and maths work.
· Felt Pens and Textas are not to be used in exercise books, but may be used on worksheets or artwork. Coloured pencils can be used in books.
· Margin must be ruled according to the chart below.
· All exercise books should be named and must be kept neat with no graffiti or scribble on the cover.
· Title or decorative pages at the beginning of an exercise book are at the teacher’s discretion. Only coloured pencils should be used.
· Headings should be used where appropriate.
· All pages are to be used consecutively and completely unless specified by the teacher.
· Pages to be used consecutively and completely, unless specified by the teacher. There should be no empty spaces or pages.
· Errors are to be corrected in an appropriate manner – use of an eraser (for pencil) or one neat line through the mistake with the correction written above the mistake.  Liquid paper is not allowed.
· If a learner forgets/loses their book, they should work neatly on a piece of paper and copy this into their book in their own time. This should be shown to the teacher the following day.
· If books are defaced with scribble/graffiti, teachers will remove pages and, if necessary, students will re-write notes.
· The teacher will check book work regularly (at least once a week) and provide verbal and written feedback on the student’s work.
· Wherever possible the feedback will be given with the child present.

Guidelines to Achieving High Quality Book Work
· Learners need direction; they need to be trained explicit instruction.  Teachers should explicitly teach the expectations and the skills in the document to the students.
· Teachers must know what is an acceptable standard for; the whole class and the individual within the class.
· The standard that is acceptable may vary from book to book (eg: writing workbook verse rough draft workbook). Teachers need to liaise and moderate with colleagues and others to confirm that their judgments are realistic.
· Expect and promote high standards of bookwork, providing regular practice from the board to promote individual improvement.
· The first few weeks of the school year are critical in setting expected standards.
· All learners appreciate recognition of effort, for example, teacher’s comments, use of stamps, stars, stickers, merit points, scores etc. The Principal will also actively promote high quality work.
· Corrections must be made in every learner’s book regularly.
· Teacher’s comments should be constructive and measured, assisting learners to improve their work. Always remember workbooks are viewed by parents and carers regularly and often go home too.
· Teacher’s own writing and setting out, on the whiteboard, on charts, posters, worksheets and in children’s books, should be of a high standard.
· Formal handwriting lessons must be a regular occurrence.
· Promote correct posture, pencil grip, use of materials, and to share this with parents.
· Provide opportunities to share good bookwork, celebrating quality work through use of stickers, stamps, certificates, written comments for neatness, style and presentation.
· Recognise the importance of word processing, desktop publications and multimedia presentations as part of bookwork standards.
· Teach and model these expectations.
· Positively encourage children to meet these expectations.
· Encourage and provide parent/carer access to workbooks.

The Pen Licence Process is a grade 3/4 program.  Children will be expected to write in pen from grade 5 onwards

Photocopied Worksheets and Black Line Masters
The use of photocopied worksheets and reference material is a powerful teaching tool.
Photocopied sheets may be educationally justified to supplement children’s learning.
They must never form the core of the teaching/learning process. The use of photocopied sheets does not promote explicit teaching by the Class Teacher. Teachers should ask ‘What is the educational justification to use this photocopied worksheet’ and in today’s environment be prepared to justify their decision. If the worksheet is of such value it should be neatly pasted into the child’s workbook. If the activity sheet only takes a few minutes to complete, then consideration must be given to its purpose.








Appendix Five – Pen Licence

..\2016\PEN LICENCE TEMPLATE.docx



NAME			LICENCE NUMBER					123 456 789
LICENCE  TYPE
PROBATIONARY PEN
CONDITIONS					DATE OF BIRTH
Maintain high standards                                          


PROBATIONARY LICENCE
KILMORE PRIMARY SCHOOL
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FULL PEN LICENCE
KILMORE PRIMARY SCHOOL


NAME					LICENCE NUMBER
 								123 456 789
LICENCE  TYPE
FULL PEN
CONDITIONS					DATE OF BIRTH
Maintain high standards                                          
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	Kilmore Primary School Pen Licence Conditions
To get their pen licence, students need to consistently demonstrate:
· correct formation of all letters of the alphabet using a consistent size,
· increasing fluency in their writing,
· the use of joined handwriting at all times,
· good posture at their tables and a comfortable pencil grip,
· an excellent attitude towards writing and
· pride in the bookwork (eg. ruled margins, sequenced work, pages with no graffiti, correct use of editing notation).
Pen licences will be suspended if students do not consistently demonstrate the above mentioned criteria.




	Appendix Six – Posture and Pencil Grip
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One, Two, Three, Four – 
Are my feet flat on the floor?
Five, Six, Seven, Eight –
See me with my back up straight?
Nine, Ten, Eleven, Twelve –
This is how my pencil’s held.








	Ratified by School Council:
25th September  2016
	Review Date:
September 2019



image5.emf

image1.png
WWLMORe

> &
“Many oot




image2.png




image3.png




image4.emf

