Thomas More College
Department of English 
Policy Document for Learners Grades 8 to 12: 2012
This document must be read and signed by each learner. It must be filed in the front of each learner’s English file for easy reference.

1. Presentation of Work
1.1
Work done and handed in to a teacher must be neat and tidy. It needs to be done on standard A4 exam pad paper, unless otherwise stipulated by the teacher.
1.2
All work must have the learner’s name and surname at the top left-hand side of the page. The date must figure at the top right-hand side of the page. 
1.3
The title of the work to be done must appear midline on the very next line. 
1.4
All of the above must be neatly underlined.
1.5
All the above information must be ruled off before the question or task is answered.

1.6
All work must have double margins, neatly ruled off using a ruler. The right-hand margin must be a ruler’s width wide.
1.7 
A line must be left between each question.
1.8
Block paragraphing must be used at all times.

1.9
Work must be done in black or blue ink.

1.10
The question paper must be stapled to the back of the piece of work.
1.11
If the work has been done on a computer, all the above requirements still apply. Further, the font used may only be ‘Times New Roman’, set at size 12. The line spacing must be 1.5 and the work must be printed using black ink.
2.
Due Dates and Deadlines and Penalties
2.1
Learners who hand in work late will be penalized by 10 % per day for up to a maximum of 3 days after which the learner will be given 0. However, the work set will still have to be done. See note 2.3.
2.2
If a learner is absent on the day work is due, that work must be handed in on the first day the learner is back at school. If a learner was unable to do the work due to illness, an explanatory note from the parent (letter or email) must be sent to school in order to avoid the penalties outlined in 2.1.
2.3
If a learner misses a deadline, a note (letter or email) from the parent is required, explaining why the work is not there. If no acceptable excuse is given, penalties will be imposed as explained in 2.1.
2.4
If deadlines are missed and no note has been sent, parents will be contacted via e-mail or telephonically.
2.5 At the teacher’s discretion, the learner may be given a detention for work not handed in on time.

2.6 A learner may not assume that, if work is done on the computer, excuses such as power failures, faulty printers etc. will be accepted. The same deadlines apply. The learner must choose wisely. Work done on a computer must be handed in as a hard copy.
3. 
Absenteeism

3.1 
If a learner is absent from school the onus is on the learner to find out what he or she has missed and to catch up the work. This must be done before the lesson starts, not during the course of the lesson.
3.2 Work missed must be caught up timeously and quickly. The learner must arrange a date with the teacher concerned by which the work will be caught up.
4.
Communication with Parents

4.1
Teachers will contact parents if deadlines are not met or work produced is incomplete or not up to standard.
5.
Class Sets

5.1 Although classes are set according to results, all learners write the same common tests, cycle tests, portfolio pieces and exams.

5.2 Set 1 is to expect extension work, which might include extra reading and critiques.

6.
Text Books, Study Materials, Files

6.1 Each learner must keep work, photocopied notes etc. in a file, using the recommended file dividers.

6.2 Formal assessments and other work which needs to be kept for portfolio purposes will be placed in a file provided by the teacher and stored in the teacher’s filing cabinet.

6.3 Each learner in every grade must have note-taking paper or a note-taking book (A4, hard or soft-covered). This must accompany the learner to every lesson and the learner is expected to take notes from the teacher’s explanations and comments on a regular basis.

6.4 The learner must bring all the necessary textbooks, study materials and files to every lesson.

6.5 File checks will be carried out by the teacher and learners may be punished or excluded from the lesson if they do not have the correct equipment, books, files, notes etc. for the lesson or if their file is not properly ordered.

7.
Punctuality and Classroom Protocol

7.1 Teachers may punish or exclude learners from the classroom if they are late for class or disruptive.

7.2 Learners are expected to be courteous at all times.

8.
Reading

Reading forms an integral part of the English curriculum and learners are required to read a certain minimum number of texts each term. This is over and above the prescribed works that are studied in class. The expectations are as follows:

Grade 8:
2 books per term

Grade 9:
2 books per term

Grade 10:
5 books by mid-year (for discussion at 3rd term orals)

Grade 11:
5 books by mid-year (for discussion at 3rd term orals)

Grade 12:
7 books by mid-year (for discussion at 3rd term orals)

Learners will be required to present written book reviews (2 per term) and these will be kept in a Reading and Viewing file. Learners will also be expected to be able to answer discussion questions on the books that they have read. These informal discussions will count towards continuous oral assessment marks. 
Library lessons are allocated to each class in every grade. These lessons are for the purpose of selecting appropriate books and for reading. Therefore, learners are expected to be quietly reading during their library  times. Learners are also expected to know when library times are scheduled and to bring their library books to the library lessons.
Learners must note that when no formal written homework is given, reading is automatically set as homework. Every learner must have a book in his or her possession.

If learners have finished their class work ahead of time, they are expected to read quietly while waiting for the rest of the class to complete their task.

9. 
Set works and Literature Study
9.1 During literature lessons, notes need to be taken by the learners.
9.2 After each literature lesson, including poetry lessons, learners are required to review and study their literature texts: re-reading, making notes, and/or answering questions. Therefore, the literature text must be taken home and brought back to class everyday.
9.3 No photocopied notes will be issued by the teachers on the prescribed texts.

10.     
Newspapers and Current affairs
10.1
Learners (especially in the senior grades) are required to be familiar with newspapers and current affairs. Learners are encouraged to read newspapers on a regular basis.

10.1.1
(Grade 10 learners are required to bring newspapers to class during the first 3 weeks of term 1.)
11.
Grade 12 Portfolio Work
In Grade 12, all assessed work for Portfolio purposes must be treated as an exam. This means that absenteeism is strongly discouraged. A doctor’s certificate is required and work must be done immediately on return to school, most likely after school as arranged by the teacher.
Catching up academic and portfolio work is regarded as taking PRIORITY over extra-mural commitments.
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