Classroom Notebook Guidelines
1) The notebook must be a three-ringed binder with rings 1 ½ inches in diameter or larger.  This size is necessary to hold all of papers given out during the course.
2) Tabbed dividers must be used to divide the papers into appropriate sections.  These tabs must be clearly readable on the right side of the notebook when the notebook is closed.
3) The first section of your notebook should be “Course Information” and each succeeding section should be labeled for each unit as based upon your syllabus.
4) All assigned papers must be dated and placed in the correct order chronologically, with the papers handed out first in front of those given out at a later date.  Only materials related to this class should be kept in your notebook.  You are getting points for neatness and organization.
5) The notebook should be brought to class every day and kept current at all times.  When graded papers are returned, they should be placed in the appropriate place in your notebook.
6) The notebooks will be collected and graded at least twice each term and at the end of the course.  You will be given at least 3 days notice before notebooks are turned in.  Only those papers placed in their proper position will be considered when the notebook is graded.
7) The notebook is a tool for day to day study.  If properly maintained, the notebook will contain all of the information that will be included in any and every quiz or exam that comes from the material presented in class.  Therefore, every effort should be made to keep the notebook current and in the proper order.
