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FORMATTING INSTRUCTIONS 
for ANSWERS FOR FIELDWORK QUESTIONS
2011 
1. Homework may be written only in legible ink longhand, by word processor or typewriter (NOT in pencil or illegible longhand).  

2. Double-space (or space and a half) your answers, using an easy-to-read font style and a font size no smaller than 12.  

3.  Use a Cover Sheet for Homework.  On the cover sheet, print the course name and course number, and your name, address, phone number and e-mail address.  Put it on top of each set of homework that you submit.  If you are sending in a written copy, staple or bind your responses for each class together.

4.  On every page, write at the top or use a header with your name, address, phone number and/or email address, and the date,
5.  At the start of each answer, show the question number, repeat the question, and underline or bold the key words of the question.

6.  Your answers should demonstrate good practice within your agency and use real family situations as examples, taking care to disguise confidential identifying information.   

7.  If the question asks for a specific number of responses, number or bold each corresponding part of your answer. 

8.  Provide every answer in your own words, using your own experiences.  Even if you use quotes from the classroom course manual or other sources, be sure to include an explanation of how you use that material in your daily work.  

9.  DO NOT COPY someone else=s homework, in whole or in part.   That is not acceptable in a college course.

10.  Always acknowledge someone else=s ideas or words: name the person and put their words in quotation marks in the body of your answer (e.g., AIn her lecture of August 5, 2003, Ms. Alma Morris said, >....=@).  It should be possible for the reader of your paper to understand where you got the material you=re using.  If you choose to use another citation format you may provide footnotes or endnotes.  After you choose which type of acknowledgment to use, you should be consistent throughout your paper. 
