CLASS NOTEBOOK ORGANISATION
Use a unique stapled notebook for the subject. It has to be covered.
1. How to take care of its aspect
· Cover: in the first page. Write the name of the subject, draw a picture related to it and write your name, year and group on the bottom right of the page.

· Paste these instructions behind the cover. If you start a new notebook cut this page and stick it again.

· In the back pages paste the “criterios de calificación” paper signed by your parents and the notebook rubrics page. 
· Units´covers: always start in a new page emphasizing the title with capitals and the same color. An index witht the items of the unit must be included. If you want draw a picture related to the content of the unit. 
· Every item of the unit must be titled and underlined in the same color. You don´t need to start a new page.

· Maps and worksheets given by the teacher must be pasted on your notebook.

· Make a mind map or a summary in the end of every unit.

· You must respect in every page: 
· Margins: 2 cm top and left; 1 cm right and down.
· Write only in blue or/and black. Use red or green to correct. Avoid using pencil. Use other colors just to decorate your notebook.
· If you make a mistake you may use White-out or brackets with a line but do not cross everything out.
· Write the date every day that you use your notebook. 

· Emphasize the type of task you are going to do: put in a box and write in capitals:   NOTES, SUMMARY, ACTIVITIES, MIND MAP…

· The days of absence update your notebook.
2. How to write on your notebook
Respect some basic rules that may help you to work with organisation and cleanliness. 
1. Separate what you write in paragraphs.

2.  Start every sentence with a capital letter and finish it with a dot.

3.  Do not use monosilabic words to answer your activities. Answer with complete and coherent sentences. If you need it write the question. 
3. Mind aesthetics and be creative: transform your notebook into an attractive tool to work with.
4. Check these instructions whenever you need it. If something is not clear for you ask your teacher.
