	  

	Classroom Procedures
 

Handwriting

· Letters and numbers should be formed correctly and legibly.  If you can not do this, please consider typing your final product.
Pencil Versus Pen

· Students should use pencil for all rough drafts of compositions. 

· However, all final copies of compositions should be completed in either blue or black ink. Typed work is always preferred!!! (see Computer Work)  Papers turned in written in pencil will not be accepted.
· Papers written in pen remain neater and cleaner during handling and storage and are a standard requirement in high school and college compositions. 

· While it may be acceptable to use differently colored inks on certain art projects, such as poster lettering, they are generally unacceptable for classroom use. 

· Gel pens are not meant to write on white paper; work done with gel pen will not be accepted. 

Paper

· For all written assignments the rough draft should be handed in. Please place the final copy and any rubric on top of the rough draft. 

· Written work is to be done on standard 8-1/2 x 11 ruled loose-leaf paper. 

· If you choose to tear paper out of a notebook, please remove the ragged edges before it is turned in. 

· Do not double “double” space between paragraphs.

· Please do not turn in any written work in sheet protectors or a folder. One staple in the upper left hand corner is sufficient. 

 

Headings and Identification

· All written activities, including posters and drawings, are to be labeled clearly with your name date, class period, subject and when necessary, the type of activity. 

· Study the form given below for headings and follow these each time you label work in any class. 

 

 

 

 

 

 

 

 

 

 

 

 

· A period is not used unless the title is a sentence. 

 

Indentation

· The first word in each new paragraph is indented one inch from the left of the margin line. 

· In written conversation a new indentation is made each time a different person speaks. 

 

Margins

· One inch margins are left on all four sides of any paper work. 

· Pay special attention to right hand and bottom margins, these are seldom ruled for you. (Two lines left blank at the bottom of each page provide an acceptable bottom margin on ruled paper.) 

 

Proof Reading

· A rough draft (first copy) of a composition or story should be carefully read aloud by the writer to him/herself. 

· Necessary corrections are made directly on the rough draft, and then it should be given to an adult or another able student for proofreading. (Your parents can help you with this.) 

 

Corrections

· Mistakes on final copies of work written in pen are crossed through with a single line and followed by the correction. Example there their 


Computer Work

· Use one-inch margins on all sides of the paper. 

· Print your work only in black ink. 

· Double space your writing and use font size 12 or 14. 

· Only one font may be used in the main body of the document. 

· Use a non-script font such as Times New Roman or Arial. 

· Heading requirements are the same as for hand written work. 

· Keep a back-up copy of your work until the work is graded and handed back. (Use a disk, and keep that disk in a safe place.) 

· If you are composing on a computer, print out your rough draft, make corrections on that draft, make those corrections on the computer and then print out your final copy. 



Titles

Titles
· Titles are used on all stories, reports, essays and compositions written by students

· Those titles are not enclosed in quotations and are never underlined. 

· First, last and important words are capitalized. 

· A period is not used unless the title is a sentence. 
·  The title is centered below the heading and identification.  Keep it the same size and font as the rest of the paper (12 pt.)
Indentation

· The first word in each new paragraph is indented one inch from the left of the margin line. 

· In written conversation a new indentation is made each time a different person speaks. 
Margins

· One inch margins are left on all four sides of any paper work. 

· When hand writing pay special attention to right hand and bottom margins, these are seldom ruled for you. (Two lines left blank at the bottom of each page provide an acceptable bottom margin on ruled paper.) 

Proof Reading

· A rough draft (first copy) of a composition or story should be carefully read aloud by the writer to him/herself. 

· A rough draft is always double-spaced.  This means you will write on every other line.  By writing this way there is room for corrections.

· Necessary corrections are made directly on the rough draft, and then it should be given to an adult or another able student for proofreading. (Your parents can help you with this.) 
Corrections

· Mistakes on final copies of work written in pen are crossed through with a single line and followed by the correction. Example: there their 
Computer Work

· Use one-inch margins on all sides of the paper. 

· Print your work only in black ink. 

· Double space your writing and use font size 12. 

· Only one font may be used in the main body of the document. 

· Use a non-script font such as Times New Roman, Courier or Arial. 

· Heading requirements are the same as for hand written work. (See page one)

· Keep a back-up copy of your work until the work is graded and handed back. (Use a disk or a jump drive and keep it in a safe place.) 

· Do not double “double” space between paragraphs.

· If you are composing on a computer, print out your rough draft, make corrections on that draft, make those corrections on the computer and then print out your final copy. 
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