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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, the same rules apply to when you are submitting group work:

a) create a folder specifically for English Language Tasks. When you create a new Task document, save it to the (electronic) folder so that you can easily find it. 
b) 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; 

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

d) write your name(s) and Task number 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; better still use a header so your name is on every page;

e) include your name(s) and the Task number 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;

f) if you use free word processing software, please convert the file to pdf before submitting as I cannot always read strange extensions;

g) 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. Sometimes an email arrives with a cryptic address, and no name anywhere – frustrating;

h) when submitting group work, whoever sends the work should cc the message to the other group members so that everyone has a copy of the work in their Task Folder;
i) respect deadlines. If I receive work after the deadline I cannot guarantee the work will be marked to hand back during the next lesson;
j) the Task you receive back from me will have correction symbols indicating error types or comments on how to improve the Task. You should correct/revise/rewrite the task BEFORE you do the next task so that your next piece of work is an improvement. Keep this corrected work in the Task folder provided for this purpose. Do not lose this folder. Scan a copy of the corrected task if you can – just in case it gets lost. You will be required to bring ALL your Tasks to a mid year meeting in January/February 2017 where you will go over the corrected tasks with me (if you haven’t done so before). You also have to bring these corrected tasks to the final oral exam for assessment purposes. These tasks constitute part of your ‘exam’, I can’t give you a final mark without them.
You can find the “KEY TO CORRECTIONS” on my webpage.
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