St. Joseph School

Standards for Written Work

Grades 4-8

Headings
LOOSELEAF

When work is done on looseleaf, a standard “SJS Heading” is to be used.  Students should be actively taught to respect the margins, especially the top and left hand side.  

Beginning on the first FULL line, leaving the top margin entirely empty, a complete heading is written on the left hand side, along the red margin line:

Full name

Date

Subject—Class

Assignment

The student’s number is then to be handwritten in the upper right hand corner of the margin by hand.

Examples:

Suzy Smith




Billy Jones

September 9, 2009

OR

April 5, 2010

English –7R




Math—6W

page 354, ex. A



page 209, #5-21

TYPED

When work is typed at home or in the computer lab, the same heading is to be used, with a top margin of 1 inch.  Students may add their number by hand after printing, if required by the teacher.

WORKSHEETS/HANDOUTS

When the assignment is a worksheet or handout, the subject and assignment are no longer necessary.  The standard heading becomes just full name, date and number across the top of the paper:

Billy Jones

March 19, 2010




#16

OR

Suzy Smith

October 4, 2009




#28

Typed Work

When work is to be typed, it must be in black ink, TimesNewRoman size 12 font.  It should be double-spaced, with default margins of 1” on top and bottom, and 1.25” on the sides.  Clip Art or WordArt may be added, as directed by the teacher.  The students will be taught to space one time after a period, as is currently accepted by MLS standards.

Reports

Student reports or typed projects should be accompanied by a cover sheet.  The standard established for cover sheets is to have the title and any cover art or clip art centered on the page, with the student’s full name, date, subject and class in the lower right hand corner.

Example:
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Writing

All work submitted to a teacher for grading must be done in cursive.  Teachers will work with students entering from another school system who do not yet know cursive and with students who have specific motor skills issues that prevent them from following this standard.  Students are to write in black ink for most subjects.  Exceptions include Math, Library, Music, and any subject specifically designated by individual teachers.

Notebooks

Teachers establish the style of notebook required during the Spring of the previous year in time for the annual school supply drive.  Most teachers use color-coded marble notebooks or three-ring binders with dividers.  Spiral notebooks are not to be used, nor is paper torn from a spiral notebook.  

In notebooks, students are required to write in black ink, as well.  Highlighters and red ink may be used to help emphasize or organize concepts.  Students are to be taught the Cornell method of notetaking, as established by the Diocesan Study Skills program.  This method may be modified for specific subjects, such as Math.  

Billy Jones


September 7, 2009


Geography—5B








