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	DEFINITION OF THE TERMS USED IN THIS GUIDE

	
	

	TERM
	DEFINITION

	Answer
	The term answer refers to the value, expression, or statement that concludes the question.  In Example 3, Page 8, Step 3 is the answer.

	Initials
	The word “initials” means the first letter of your first name followed by the first letter of your last name, in capital letters.  For example, the initials for Mike Bankhead would be  MB  (clearly, this is not the normal meaning of the word initials).

	Section
	All textbooks are divided into chapters; many of the chapters are divided into smaller parts that I refer to as sections.  For example, Chapter 1 may have three sections numbered 1.1, 1.2, and 1.3.

	Session
	Each semester is divided into 3 parts, Session 1, Session 2, and Session 3.

	Solution
	A solution to a question or part of a question consists of two parts, the working and the answer.  In Example 3, Page 8, Steps 1 and 2 are the working, Step 3 is the answer, and all three steps are the solution.

	Workbook
	This is a folder or binder, which, initially, contains blank paper.  The solutions to the questions assigned at the end of each section of the textbook are written in this binder.

	Working


	The term working refers to the entire solution without the answer.  In Example 3, Page 8, Steps 1 and 2 are the working.


1.
THE MARKING SCHEME FOR THE ENTIRE COURSE


The complete marking scheme for the entire course is included here so you can see how the workbook fits into the course.  Your  final  grade  for the course will be  obtained  from  the  following  :

                                                                                           COURSES WITH  :  ASSIGNMENTS    PROJECTS
1.1
INDIVIDUAL ASSIGNMENTS (6 IN ALL) / JOINT PROJECTS (3 IN ALL)
  120
  200
1.2
YOUR SOLUTIONS IN THE WORKBOOK
  120
  120
1.3
MARKING ALL THE SOLUTIONS OF ONE OF YOUR PARTNERS
  120
  120
1.4
TWO IN-TERM TESTS



Test 1

  120
  100


Test 2

  120
  100
1.5
COMPREHENSIVE FINAL
  400
  360
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               GRAND TOTAL
1000
1000

1.1
INDIVIDUAL ASSIGNMENTS (120 Marks) OR JOINT PROJECTS (200 Marks)



In all courses students complete either assignments or joint projects.  In all courses involving assignments, there will be six assignments to be completed during the semester, two questions from Example Test 1, two from the Example Test 2  and two from the Example Final.  Each question will be marked out of  20  for a total of  120, with all six questions completed by each student individually.  They do NOT have to be marked by a partner.  For courses with projects, there will be three joint projects assigned during the semester, each marked out of  100.  The marks for all three joint projects will be combined and scaled to 200 marks.  Assignments and Projects do  NOT  have to be Peer Checked and do NOT go into the workbook.  However, if you let your partner check your assignments, he/she may be able to save you some marks or make some helpful suggestions to help you gain some bonus marks.


1.2
YOUR SOLUTIONS IN THE WORKBOOK  (120 Marks)



There are  120 marks  allocated for the solutions to questions assigned from the textbook.  You will lose  4 marks  for each incorrect question or part of a question.  This guide provides full details about the workbook.


1.3
MARKING ALL THE SOLUTIONS OF ONE OF YOUR PARTNERS  (120 Marks)



There are  120 marks  allocated for correctly marking the solutions completed by ONE of your partners.  You will lose  4 marks if, you mark a question or part of a question as incorrect when it is correct or as correct when it is incorrect. This guide provides full details about the workbook.  


1.4
THE IN-TERM TESTS  (Assignments = 240 Marks;    Projects = 200 Marks)



There will two in-term tests.  Each test will be completed individually and marked out of  100.  These two test scores will be added together and then scaled to  240  for courses with Assignments, and 200 for courses with Projects.


1.5
COMPREHENSIVE FINAL  (Assignments = 400 Marks;    Projects = 360 Marks)


The Final is comprehensive.  It is completed individually and will be marked out of  100  and scaled to 400 for courses with Assignments, and 360 for courses with Projects.

2.
CALCULATING YOUR GRADE THROUGHOUT THE COURSE


There is an Excel 2000 file in my computer area that allows you to calculate your mark and grade at the end of each of the three sessions in a semester, and to forecast the grade you need in the Final to obtain the grade you want for the course.  For courses with assignments, the name of this file is  YourGradeAssignments.  For courses with projects, the name of this file is  YourGradeProjects.  The instructions are in the first worksheet in each workbook.


Without bonuses, there are a total of  240 marks  for the workbook, 120 for correct solutions and 120 for marking one of your partner’s solutions correctly.  Since there are three sessions during a semester, there are  40 marks  allocated per session that can be lost due to solution errors, and  40 marks  that can be lost due to marking errors – a total of 80 marks per session.
	  REMEMBER  :
	YOU ONLY LOSE  4  MARKS IF ONE OR PART OF ONE SOLUTION IS INCORRECT OR FOR MARKING IT INCORRECTLY,

IF  IT  IS  WRONG  WHEN  I  SEE  IT

IF YOUR PARTNER THINKS THAT ONE OF YOUR SOLUTIONS, OR PART OF ONE OF YOUR SOLUTIONS IS INCORRECT,, CHECK IT WITH HIM/HER, AND IF IT IS INCORRECT, CORRECT IT, BEFORE HANDING YOUR WORKBOOK TO ME!  IF YOU ARE THE MARKER, PLEASE REMEMBER THAT IT COULD BE THAT YOUR PARTNER IS RIGHT AND YOU ARE WRONG!

	TALK  TO  EACH  OTHER  -  HELP  EACH  OTHER


3.
GENERAL INFORMATION ABOUT YOUR WORKBOOK


The entire class will be divided into groups of three..  Each group of students will be referred to as a partnership.  Each student in a partnership will be referred to as a partner.  For some classes, there may have to be one, or even two, partnerships of two, depending on the number of students in the class.  On the first day of class, I will help you find your partners.  You and your newfound partner(s) will need to sit together throughout the course so that you can work with your partners during class.


Each partner completes a large number of questions in the textbook during the course in what I call a workbook.  Most of these questions will be completed outside of the class.  Initially a workbook consists of a binder containing blank paper.  Each partnership needs ONE binder.  This workbook (binder) will contain all the questions assigned from the textbook from all three partners in a partnership of three or from both partners in a partnership of two.


At the end of Week 3, I will collect the workbooks and check to see if you have completed and marked all the assigned questions - I do not mark them.  Each workbook will be returned with a Three-Week Partnership Report inside.  I will leave students who have completed and marked all the assigned questions together.  I refer to these students as workers.  I will reassign partners who are behind, depending on how much of the workbook they have completed.  I refer to these students as non-workers.  I will also re-arrange partnerships so that students who attend form partnerships, and students who do not attend or do not follow the rules in this guide, form partnerships.  In short,


1)
I will put the workers together;


2)
I will put the non-workers together;

3) I will put students who miss class and/or do NOT follow the rules together.

YOU  can choose to be in any one of the above three categories.  However, REMEMBER you will gain the most academically and obtain the highest grade, by being a worker in a partnership with other workers.  I will allow only one exception.  If both or all three partners in a partnership, request to stay together, then I will leave you together, even if one partner is way behind, misses class, or has not followed the rules.


The semester is divided into three sessions.  At the end of each session, I will collect your workbooks, mark them, and return them to you.  All the important dates that you need, for the entire course, are on one sheet of paper I call a Semester Plan.  There is a black and white copy of it in the syllabus.  I have put a copy of your Semester Plan into my computer area.  So you can obtain a color copy of it, if you wish.  Its filename is either SemesterPlanProjects#  or  SemesterPlanAssignments#, where the  #  identifies the semester and your course uniquely.


Please note that, in the event of a complaint from a student(s) about another student(s), I will check the facts by discussing the problem with  ALL  members of the partnership, before making a decision.

IMPORTANT

PLEASE REMEMBER THAT, THROUGHOUT THE COURSE, IT IS YOUR RESPONSIBILITY TO LET ME KNOW IF YOU ARE HAVING DIFFICULTIES WITH YOUR PARTNER(S) SO THAT I CAN RESOLVE THE PROBLEM(S) AS QUICKLY AS POSSIBLE.

ALSO, IF YOU DO  NOT  HAND IN YOUR WORKBOOK AT THE END OF ANY SESSION, ALL MEMBERS OF THE PARTNERSHIP WILL  LOSE  ALL 80  WORKBOOK MARKS FOR THAT SESSION  (THIS IS  8%  OF THE MARKS FOR THE COURSE).


3.1
THE QUESTIONS YOU MUST COMPLETE IN YOUR WORKBOOK


I will distribute one sheet of paper that contains the Set A, Set B, and Set C questions in three separate columns.  These are the questions that you and your partners must complete in your workbook.  Initially, these lists may not be complete or the question columns may be blank.  I will write the questions for each set on the board as the semester progresses and you can add them to this list.  The questions listed on this one sheet of paper are the only questions that must be completed and marked in the workbook.

3.2
SET A,  SET B,  OR  SET C?



Sections 3.2.1 and 3.2.2 tell you how to assign the sets of questions to the students in your partnership.  If your partnership contains two students, read  Section 3.2.1  below and skip Section 3.2.2.  If your partnership contains three students read  Section 3.2.2 below and skip Section 3.2.1.

3.2.1  Partnerships with Two Students


For partnerships with  TWO  students, if your last name starts with a letter closer to the beginning of the alphabet than your partners, you do  Set A,  otherwise you do  Set B.  You mark your partner’s questions.  When a partnership involves just two students you both ignore Set C.  The Set C set of questions is only completed when there are three students in a partnership.

3.2.2  Partnerships with Three Students


For partnerships with  THREE  students, if your last name starts with a letter closest to the beginning of the alphabet than your two other partners, you do  Set A,  the next closest completes  Set B, and your third partner completes Set C.  You mark ALL of just ONE of your partner’s questions.  The following table shows you the questions you must  mark.

	YOU  COMPLETED
	SET  A
	SET  B
	SET  C

	YOU  MARK
	SET  B
	SET  C
	SET  A



You complete only YOUR set of questions in the workbook (i.e.  Set A, Set B, or Set C), and mark the set of questions of ONE of your partners.  Most of the questions in your workbook will be completed outside of class time.  There is NO extra credit for completing or marking more than one set of questions.  Specific instructions on how to mark your partner’s work are included in Section 5 of this guide.  In your Workbook, put ALL Set A questions together, ALL Set B questions together, and ALL Set C questions together.

3.3
THE WORKBOOK MARKING NOTATION



When your workbook is returned to you, at the top of each section, you will see the letter  S,  for marks lost due to  Solution Errors, made by the Solver, followed by an arrow and then a number, for example,  S ( (9.  This means that 9 marks have been lost due to solution errors.  Immediately below this will be the letter  M,  for marks lost due to  Marking Errors, made by the Marker who marked that particular set of questions, followed by an arrow and then a number, for example  M ( (15.  This means that 15 marks have been lost due to marking solutions as incorrect, when they were correct, or as correct, when they were incorrect.

The notation for this, written with a green pen, at the beginning of this section would be 


S ( (9


M ( (15


Throughout your workbook negative numbers correspond to lost marks while positive numbers correspond to bonus marks.



On the first page of each new session you will see a number to the right of  ST.  The subscript  T  stands for Total.  This is the total number of marks the solver lost (if the number is negative) due to solution errors during that session.  Underneath this you will see a number to the right of MT.  This is the total number of marks the marker lost (if the number is negative) due to marking errors during that session.  Please check them.  If you use the Your Grade worksheet to calculate your mark and grade throughout the course, the value of ST in Session 1, including the negative sign, if you have lost marks due to solution errors, is entered in the white box to the right of S1 Wb Solution Errors (ST).  The value of MT in Session 1, including the negative sign, if you have lost marks due to marking errors, is entered in the white box to the right of sS1 Wb Marking Errors (MT).   Repeat this process for the other two sessions.  Note that if you lose a total of more than  40 marks  in solution errors in one session, you will see  ST ( (40  at the top of the first section of the session (MT ( (40  if you lose a total of more than  40 marks  in marking errors in one session).  This strategy ensures that you start each new session with a total of  40 marks for solution errors and marking errors.


3.4
OBTAINING BONUSES IN YOUR WORKBOOK



If your answer to a question or a graph is very good, you could obtain additional marks as bonuses.  For example, any number with a plus before it, such as +1  or  +3, is a bonus mark.  When completing your solutions you should think carefully about how to obtain bonuses.  By the end of the course they could help improve your grade or cancel out the effect of a poor test mark.  THERE IS NO LIMIT TO THE NUMBER OF BONUSES THAT YOU CAN OBTAIN FOR YOUR SOLUTIONS IN YOUR WORKBOOK.

4.
YOUR SOLUTIONS


You must use loose-leaf paper in your workbook.  Each section of your solutions must be clearly labeled with your name, the section number from the textbook, and the set of questions you completed (i.e. Set A, Set B, or Set C).  Each solution must be completed in  PENCIL and clearly numbered.  If a solution is not in pencil I will mark it as incorrect.  NOTE THAT YOU MAY USE COLORED PENS OR PENCILS FOR GRAPHS OR DIAGRAMS.  Your partner must mark your solutions with a  RED  pen.  If the marker does not use a red pen or omits his/her initials, I will mark the marking as incorrect.  I will use a  GREEN  pen to mark your solutions and check your partner’s marking.  Markers do not put a mark of any kind through the question number or the part letter – I need it!


If you wish to correct an incorrect solution, complete an omitted question or part of a question that was omitted, or complete the correct question, then you need to refer to Section 6 of this guide.  Section 6 explains how to correct any type of error before your workbook is handed to me.  Then provided the corrected solution is correct, before I see it, the solver will not lose any marks.


4.1
THE TWO-DAY RULE  (Giving Your Partner Time to Mark Your Work)


If you fail to give your partner a MINIMUM of two days before the deadline in the Semester Plan, to mark your solutions in the workbook, and he/she complains to me, you could lose up to 10 marks.  The Two-Day rule dates are marked on the Semester Plan.  Your partner will not be penalized and may receive other work to mark.  This rule is applied ONLY when a complaint is received from a student.
5.
HOW TO MARK YOUR PARTNER’S WORK

IT IS  NOT  YOUR JOB TO CORRECT YOUR PARTNER’S WORK OR TO TRY TO GET YOUR  PARTNER TO CORRECT  SOLUTIONS  THAT YOU HAVE  MARKED AS  WRONG

Your marks, for marking one of your partner’s solutions, depend ONLY on marking incorrect solutions with an  x and your “initials” and correct solutions with a check mark and your “initials”.  I use the word “initials” to mean the first letter of your first name followed by the first letter of your last name, in  capital letters, so I can read them without difficulty (for me this would be  MB).  This is illustrated in Example 1.  Note that when I mark a question that has one or more parts marked by you as incorrect, then if they are incorrect, I will decide whether or not your partner loses any marks for the incorrect part(s) of the question.


You will  lose up to 4 marks  for each solution marked incorrectly, if it is still marked incorrectly  WHEN I SEE IT!  This means that you will not lose any marks if you mark a solution as wrong, if it is wrong.  Please remember to discuss a solution that you believe to be wrong with your partner, in case the solution is correct and you are wrong!  If your partner fails to complete a substantial portion of a set of questions, then I will give you a set of questions so you will not lose any Marking Marks.


Feel free to add brief comments, such as  NO DIAGRAM,  OMITTED PART,  or anything else that seems appropriate.  I have even seen  GOOD JOB!  followed by a smiley, written by a student alongside their partner’s work.  This could be helpful to your partner and to me!  If you need to add additional checks or crosses in a solution to help you check the solution, then feel free to do so.


5.1
MARKING A CORRECT OR INCORRECT QUESTION



You must mark your partner’s work with a RED pen.  You must put a check mark (for correct) or an  x  (for incorrect) to the left of each question number you mark TOGETHER WITH your initials.  Example 1 illustrates the correct procedure for questions without parts, while Example 2 illustrates the correct procedure for questions with two or more parts.  Please DO NOT put a check mark, an  x,  your “initials”, or anything else through the question number or the part letter – I  need  it !.  



EXAMPLE  1  –  FOR QUESTIONS WITHOUT PARTS




Question 24  is correct hence the check mark, and Question 26 is incorrect, hence the  x.
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24)
3x2 – 12x + 12  =  3(x2 – 4x + 4)  =  3(x – 2) (x – 2)  =  3(x – 2)2
[image: image8.wmf] 








26)
3x2 – 12x + 12  =  3(x2 – 4x + 4)  =  3(x – 4) (x – 4)  =  3(x – 4)2


where    MB  =  Mike Bankhead.

EXAMPLE  2  –  FOR QUESTIONS WITH PARTS



For questions with TWO or more parts, put a check mark or  x,  as appropriate, plus your initials, to the left of each part of the question.  For example, Question 19, below, has three parts, Parts a) and c) are correct, hence the check marks and “initials”, while Part b) is incorrect, hence the  x  plus “initials”.
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19)







a)







b)






c)


NOTE

WHEN YOU PRINT A COPY OF THIS GUIDE, THE CHECK MARK,  x,  AND MY INITIALS, IN THE ABOVE EXAMPLES, WILL NOT BE PRINTED IN RED, UNLESS YOU USE A COLOR PRINTER.


5.2
QUESTION  ONLY  OR  CORRECT  ANSWER  ONLY



A solution that consists of just the question and nothing else is WRONG  and must be marked with an  x  and your initials, as shown in Example 1, Question 26.



A question number followed by just the correct answer, or the question itself followed by the correct answer with no working in between is INCORRECT,  if working is needed.  Be careful when you are marking your partner’s work, some questions need no working so the answer only is the solution and is appropriate.  If your partner has completed a question of this type incorrectly and you marked it as wrong, then you will not lose 4 marks.  However, your partner will lose 4 marks for a solution error, unless he/she chooses to correct the solution before I see his or her work.  Your partner should refer to Section 6, which explains how to correct a solution before your workbook is handed to me.


5.3
CORRECT  ANSWER  USING  INCORRECT  METHOD



A solution consists of two parts, the working and the answer.  It is quite common for a student to end up with the correct answer with the working leading up to it  INCORRECT.  You must mark such a question  as  INCORRECT.  I found the problem shown in Example 3 in the workbook of one of my student’s.  The marker had marked it as correct.  Both the marker and the solver lost 4 marks.

EXAMPLE  3 – CORRECT ANSWER BUT INCORRECT WORKING

                 26)
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STEP  3
 (ANSWER)



Step 1 and Step 2 are the working,  while Step 3 is the answer.  The wrong rule has been applied in Step 1 – the exponents have been multiplied together instead of added, and the exponent in the second term of Step 2 is not the same as the correct exponent in the second term of the answer.  So in spite of the fact that the answer is the correct answer from the back of the book, this question is INCORRECT because the working is incorrect.  Therefore this question MUST be marked as INCORRECT.



If your partner’s working is wrong and you marked it as wrong, then you will not lose 4 marks.  However, your partner will lose 4 marks for a solution error, unless he/she chooses to correct the working before I see his or her work.  Your partner should refer to Section 6, which explains how to correct a solution before your workbook is handed to me.


5.4
OMITTED QUESTION OR PART OF A QUESTION


If your partner has omitted the solution to a question or part of a question completely from his/her set of questions, write an  x  and your initials on the left side of the page, followed by the number of the omitted question or the letter of the omitted part of a question in a red circle, placed where the omitted question or part of a question should be.  For example, if the questions to be completed were numbers  25,  27,  28, 30  and your partner had omitted question  27,  then put an  x  and your initials on the left side of the page, followed by a  RED CIRCLE with  27  in  RED  inside.  This should be placed between the solutions to questions  25  and  28.  Similarly if part b of question 30 has been omitted put an  x  and your initials on the left side of the page, followed by a  RED CIRCLE with  b  in  RED  inside.  These situations are illustrated in Example 4.
EXAMPLE  4 – OMITTED SOLUTION OR PART OF A QUESTION



25)


                  27



28)




30)





a)

                            b




c)


When the solution to a question or part of a question has been omitted or the wrong question has been completed (see Section 5.5), the marker MUST mark the correction.  These are the only times when the marker marks a correction.  If this solution is still omitted when your workbook is handed to me for marking, only the solver will lose marks.




If your partner chooses to complete the omitted question, and you mark it, before I see his or her work, then provided the solution is correct when I see it, no marks will be lost.  Your partner should refer to Section 6, which explains how to include an omitted question before your workbook is handed to me.


5.5
WRONG QUESTION COMPLETED



If you find that your partner has completed the wrong question from his/her set of questions, write an  x  and your initials on the left side of the question number as usual.  Then write the words  “WRONG QUESTION” in red immediately above the question.



For example, if your partner had completed question 27 instead of question 29,  then you (the marker) must put an  x  and your initials to the left of the question number with the words  “WRONG QUESTION” in red immediately above the question, as shown in Example 5.

EXAMPLE  5

                                   WRONG  QUESTION

27)
(2x + 3) (4x – 7)
=
8x2 – 14x + 12x  – 21



=
8x2 – 2x  – 21

This will ensure that you do not lose your  4 marks  if your partner chooses not to complete the correct question.  However, your partner will lose  4  marks if the solution to the omitted question is still omitted when your workbook is handed to me for marking.



If your partner chooses to complete the correct question, you MUST mark it, in the normal way.  Then, whether the question is right or wrong, you will not lose any marking marks.  Your partner should refer to Section 6, which explains how to include the correct question before your workbook is handed to me.


5.6
OMITTED GRAPH(S) OR DIAGRAM(S)



If  a  question, or  any  part  of  a  question,  requires  a  graph(s)  or  diagram(s)  to  be  drawn,  and  it (or any one of them)  has  been  omitted,  the  question  or  part  of  a  question  is  WRONG.  You  MUST  mark the question or part of a question with an  x  plus your initials, see  Example 1 – Question 26 and Example 2 – Question 19b.



If your partner chooses to complete the omitted graph or diagram, you MUST mark it, in the normal way.  Then, whether the graph/diagram is right or wrong, you will not lose any marking marks.  However, your partner will lose  4  marks, unless he/she chooses to include the missing graph(s) or diagram(s), as required by the question, before I see it.  Your partner should refer to Section 6, which explains how to include a missing graph(s) or diagram(s) before your workbook is handed to me.
6.
CORRECTING A SOLUTION  BEFORE  I MARK IT


If your partner marks one of your solutions as incorrect and it is incorrect, your partner will not lose  4 marks when I see it, because he/she has marked the question correctly.  However, you will lose  4  marks unless you provide a correct solution.  You may do this by writing the correct solution on a blank page and inserting this page immediately following the page on which the incorrect solution is written or omitted.  Then providing this solution is correct, you will not lose  4  marks.

YOUR PARTNER DOES  NOT  HAVE TO MARK YOUR CORRECTIONS.
HOWEVER, YOUR PARTNER MUST MARK A  QUESTION OR PART OF

A QUESTION IF IT HAS BEEN OMITTED, OR THE CORRECT QUESTION IF THE WRONG QUESTION WAS COMPLETED

The procedure for correcting an incorrect solution is illustrated in Example 6.  It is your job as the solver inserting a corrected solution to write the words “CORRECTED NEXT PAGE”  and  “CORRECTION”  in pencil in the correct positions, as shown in Example 6.  These phrases are for my benefit.

NOTE THAT
:
ONLY QUESTIONS THAT HAVE BEEN ATTEMPTED IN FULL AND FOUND TO BE PARTLY INCORRECT OR TOTALLY INCORRECT CAN BE CORRECTED FOR CREDIT.


EXAMPLE  6


An Incorrect Question Correctly Marked by Both Partners


26)    (2x – 5)(3x + 7)
=
6x2 +14x – 15x + 35


 =
6x2 – x + 35

CORRECTED NEXT PAGE



The Corrected Question On the Following Page




The following solution will be the only solution on the inserted page if there are no other incorrect solutions on the same page.

CORRECTION

26)    (2x – 5)(3x + 7)
=
6x2 +14x – 15x – 35


 =
6x2 – x – 35


If you omitted a solution, part of a solution, or completed the wrong question, the phrases are “OMITTED SOLUTION NEXT PAGE”  and  “OMITTED SOLUTION”  respectively.  If there is more than one wrong solution on the same page, you may put more than one correction on the inserted page.
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