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PREPARING AND SENDING TASKS

When preparing work to be handed in will you please, to make my life easier, remember to do the following:

a) use DOUBLE LINE SPACING. This is so that when I correct the work I have the space to make corrections, write comments etc. If you use single line spacing you will not be able to understand any corrections; 

b) number the pages – if I drop them I can’t always put them back together in the correct order

c) write your name at the top of each piece of work you send me. This is so when I print off the work I know whose work I am correcting;

d) include your name in the file name. This is so when I am checking through my computer files I can immediately see who has done which piece of work;

e) when you send me the file by email always write a covering note. Some of your email addresses are cryptic and I don’t know who is writing to me – again this is frustrating;

f) respect deadlines. If I receive work after the deadline I cannot guarantee the work will be marked to hand back during the next lesson.

CORRECTIONS

When you receive corrected work you will notice that I use certain symbols to indicate specific kinds of mistakes. Please look at these carefully and make sure you have fully understood why you made a mistake. Students are expected to revise and correct their work. At the end of the academic year you must bring all revised work to the oral exam. 

A copy of the “KEY TO CORRECTIONS” is in the materials file in the classroom and can be downloaded from the site. 

Students can see me individually to discuss any corrections they may not have understood or any other aspects of their work either during my office hours (Tuesdays at 10.15 – 11.45 at my office near Lettere) or after the lesson. Alternatively I will also hold office hours for SIS students, by appointment only, on Fridays at 12.00.
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