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STEP-BY-STEP GUIDE
This guide suggests ways in which you can supply your proposed exercise book content to us.  To
create a draft for each edition we need the following information:

We can create new templates from your draft instructions.  Alternatively, if you would prefer to create your own
designs, we can accept print-ready pdfs.  Design instructions should be emailed to: info@dactylpublishing.com
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1. COVER DESIGN
Most bespoke exercise books have covers with these elements.  It is very important to decide which
of these elements you want to incorporate before you start looking for suitable photos/artwork:
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• Areas for subject-specific photographs or artwork

• Areas for colour-coding by subject

• Subject
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If you require a school logo on the cover, please supply a high resolution copy.  Ensure that the logo
is in JPEG, AI, PNG or EPS format.  Logos should NOT look like this:
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Q SS Logo should
preferably not 
have a background

Logo should 
not be blurry 
or pixelated

MATHS PHOTOS

LOGOS

PHOTOGRAPHS
If you are supplying photographs, please ensure that you have permission to use them in your design
and that they are at least 300 dpi at the size required for print.  https://pixabay.com/en is a great
resource for finding royalty-free photographs.  You can also choose from our sample photographs.

Cover image ideas for each subject are shown below. 

ENGLISH PHOTOS

SCIENCE - BIOLOGY PHOTOS

SCIENCE - CHEMISTRY PHOTOS



PHOTOGRAPHS
Cover image ideas for each subject are shown below. https://pixabay.com/en is a great resource
for finding royalty-free photographs.
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HISTORY PHOTOS

GEOGRAPHY PHOTOS

MODERN FOREIGN LANGUAGES PHOTOS

DESIGN AND TECHNOLOGY PHOTOS



PHOTOGRAPHS
Cover image ideas for each subject are shown below. https://pixabay.com/en is a great resource
for finding royalty-free photographs.
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CITIZENSHIP PHOTOS

PHYSICAL EDUCATION PHOTOS
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We can create any customised ruling.  You can supply a draft sketch on paper, supply a digital copy
or simply describe a layout and we’ll design it from your instructions.  It is possible to have a mixture
of rulings in any book e.g. alternate ruled and plain pages.

You can use one of our example rulings or we can create alternative rulings for you.

2. PAGE RULINGS

STANDARD RULINGS

8 mm ruled with margin 10 mm ruled with margin 5 mm squares 10 mm squares

7 mm squares

12 mm ruled with margin8 mm ruled
without margin

10 mm ruled
without margin

12 mm ruled
without margin

Cornell NotesPlain / 8 mm ruled Music

Questions/Main Ideas Notes

Title/Topic: Date:

Summary/Key Points

EXAMPLES OF BESPOKE RULINGS



Bespoke information can go on the inside front/back covers or inside the books.  You can mock up
your own pages (e.g. in MS Word) and we will design them for you.  Alternatively, you can use your
choice of software to create print-ready page designs.  Please note: extra charges apply for bespoke
information pages.

3. BESPOKE INFORMATION PAGES

Literacy MatLiteracy Marking

Presentation Policy

Symbol

SP

P

//

?

^

CT

Exp

H

Check the spelling and write it out correctly 3 times.

Punctuation error or missing punctuation.

Begin a new paragraph.

This does not make sense.  Rewrite to improve.

Insert the missing word or phrase.

Good point or well written.

Excellent point/writing.

Change the tense you have written in.

Explain in more detail.

Homophone - You have used the incorrect word. 

Your book is

A record of your learning and progress.  It shows the positive and proud way in which you approach your learning.
Take care of your book.

• Keep your book neat and tidy, don’t graffiti or doodle in your book.

• Do not waste space in your book.

• Writing should be in black pen.

• Drawings, diagrams, tables and graphs should be done in pencil.

• Write the date and title and make sure it is underlined so it’s clear.

• When you are reflecting on your work use RED pen.

• When correcting your literacy use PURPLE pens and highlighters.

• Remember your book tells the story of your learning, don’t rip pages out and cross out mistakes using a ruler.

Meaning

The Building Blocks of Sentences

Verbs often tell us what someone or something is doing or feeling.  Verbs have different tenses.
Examples: I feel full. (Present tense)  They walked back home. (Past tense)

Nouns are used to give names to people, places and things.  
Proper nouns start with capital letters and they can be:
 • names of particular people (Joe, Amy)
 • place names (Spain, London)
 • days and months (Monday, July)
Common nouns such as child, town and mouse are not names of any particular person, place or thing.
Nouns can also be countable (book, toy) or non-countable (water, imagination).

Pronouns are used in place of nouns in sentences.  
Examples: Jane went to school        She went to school

Pronouns like mine and yours are called possessive pronouns.  They show who something belongs to.  
Example: Yours is the best.

Determiners give important information about nouns.  
Examples: the, a, an - the picture was amazing 
   this, that - that book is fantastic
   some, every - some noisy people arrived 
   my, your - my name is Sam

Adjectives describe things.  They can tell us about ‘colour’, ‘size’, ‘how many’ and lots more.
Examples:  The blue pencil.  An enormous bar of chocolate.

Noun phrases are groups of words doing the job of a noun.  
Example: The old yak walked slowly to the field.

Determiners have to 
go before adjectives 
in sentences.

Modal verbs are words like: will, would, can, could, should, might and must.  They change the meaning of other verbs.
Examples: You should help your mother.  We must follow the directions. 

Adverbs usually tell us information about ‘how’, ‘when’, ‘where’ or ‘how much’.  They can be used with verbs, adjectives or other adverbs.
Examples: He shouted loudly.  The game was really exciting.  She ran very quickly.

Connecting adverbs can be used to link ideas in one sentence to ideas in another. 
Examples:  however, furthermore, consequently, secondly, meanwhile
   I enjoyed my dinner.  However, I’d like something different tomorrow. 
       Connecting adverbs and conjunctions are sometimes called connectives. 

Interjections are used to show feeling and emotion.  They often have exclamation marks after them.
Example: Ouch!  I’ve hit my finger!

Adverbials are groups of words used like an adverb.  
Example: The ship sails in ten minutes.
They are called fronted adverbials if they are at the front of a sentence.  
Example: In ten minutes the ship sails.

Prepositions often tell us where something or someone is.
Examples: The message is in the bottle.  They are back from France.

Conjunctions usually connect words or ideas together inside a sentence.
Examples: and, but, or, when, because, although
   Dave and his friend went outside.
   They couldn’t get to school because the snow was too deep.
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Conversions

Imperial Units

Metric Units

10 millimetres (mm)  = 1 centimetre (cm)
1000mm/100 cm  = 1 metre
1000 m    = 1 kilometre (km)

1000 milligrams (mg)  = 1 gram (g)
1000 g    = 1 kilogram (kg)
1000 kg    = 1 tonne

1 cm3    = 1ml
1000 cubic cm (cm3, cc)  = 1 litre (l)
1000 millimetres (ml)  = 1 litre
100 centilitres (cl)  = 1 litre

1 foot    = 12 inches (in)
1 yard    = 3 feet (ft)
1 gallon    = 8 pints (pt)
1 ton    = 2240 pounds (lb)
1 stone    = 14 pounds (lb)
1 pound    = 16 ounces (oz)

Approximate Conversions
1 oz    = 25 g
1 kg    = 2.2 lb
1m    = 1.1 yards
1 litre    = 1.75 pints
1 in    = 2.5 cm
1 gall    = 4.5 litres
1 ft    = 30 cm
1 tonne    = 1 ton
1 mile    = 1.6 km (or 5 miles = 8km)

1 m = 100 cm

1 m2 = 10000 cm2

1 m3 = 1000000 cm3

1 cm = 10 mm

1 cm2 = 100 mm2

1 cm3 = 1000 mm3

100 cm

1 m2

10
0 

cm

Metric area and volume conversions

10 mm

1 cm2

10
 m

m

10 mm10 mm

10
 m

m

1 cm3

100 cm100 cm

10
0 

cm

1 m3

Your Brilliant Body - Bones

Cranium
Skull

Scapula
Shoulder blade

Radius
Lower arm 1

Carpals
Finger bones 1

Femur
Thigh bone

Costae
Ribs

Tibia
Shin bone

Patella
Knee capFibula

Calf bone

Calcaneus
Heel bone

Phalanges
Finger bones 2

Ulna
Lower arm 2

Humerus
Upper arm Vertebrate

Spine

Tarsals
Foot bonesPhalanges

Toe bones 2

Clavicle
Collar Bone

The human skeleton serves six main functions: movement, support,
protection of various organs of the body, production of red and white
blood cells, regulation of blood sugar and the storage of minerals.  

These are some of the main bones of the body...

The Periodic Table of the Elements
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Music

What is the rhythm?

2 beats in a bar 3 beats in a bar 4 beats in a bar

How much each note is worthQuavers and semiquavers often appear in groups.
Each group in this example adds up to one beat.

Music Signs Leger lines

The names of the notes Rests

1
24 2 1

Key signatures

C major G major D major F major

C D E F G A B1 C1 D1 E1 F1 G1

1
2

1
2

1
4

1
4

1
4

1
4

1
4

1
4

1
2

1
4

1
4

1
2

1
4

3
4

sharp

natural treble clef

flat

11
2

dotted crotchet

minim

2

dotted minim

3

semibreve

4

1

crotchetsemiquaver

1
4

quaver

1
2

Physics Equations

Equations which MUST BE REMEMBERED; these will NOT be given in your exams.
You must commit these to memory and you are expected to select the appropriate 
equation to use in questions.  HT = Higher Tier. 

Word equationEquation
number

2

3

4

5

6

7

8

9 HT

10

11

12

13

14

15

1

16

17

weight = mass × gravitational field strength (g) 

work done = force × distance (along the line of action of the force)

force applied to a spring = spring constant × extension

moment of a force = force × distance (normal to direction of force)

distance travelled = speed × time

resultant force = mass × acceleration

momentum = mass × velocity

kinetic energy = 0.5 × mass × (speed)2

gravitational potential energy = 
mass × gravitational field strength (g) × height 

Symbol
equation

pressure = force normal to a surface
area of that surface

efficiency = useful power out
total power in

efficiency = useful energy out
total energy in

power = energy transferred
time

power = work done
time

acceleration = change in velocity
time taken

wave speed = frequency × wavelength

charge flow = current × time

(× 100%)

(× 100%)

le françaisThe Colour Wheel Six Thinking Hats Mind Mapping

Primary
Colours

Secondary
Colours

Tertiary
Colours

PRIMARY COLOURS

(cannot be made by mixing colours together)

SECONDARY COLOURS

(made by mixing 2 primary colours together)

TERTIARY COLOURS

(made by mixing a primary colour with a secondary colour)

Orange

Yellow

Gr
ee

n

Re
d

Purple

Blue

COOL
COLOURS

WARM
COLOURS

Weather - Quel temps fait-il?
il fait beau it’s nice 
il fait gris it’s grey 
il fait froid it’s cold
il fait chaud it’s hot
il fait mauvais it’s bad
il fait du brouillard  it’s foggy 
il y a du soleil it’s sunny
il y a des nuages it’s cloudy 
il y a du vent  it’s windy
il pleut it’s raining
il neige it’s snowing

les Chiffres 0 - 31
0 zéro
1 un
2 deux
3 trois
4 quatre
5 cinq
6 six
7 sept
8 huit
9 neuf
10 dix
11 onze
12 douze
13 treize
14 quatorze
15 quinze

les Chiffres 10 - 100
10 dix
20 vingt
30 trente
40 quarante
50 cinquante
60 soixante
70 soixante-dix
80 quatre-vingts
90 quatre-vingt-dix
100 cent

les Jours
lundi Monday
mardi Tuesday 
mercredi  Wednesday 
jeudi Thursday 
vendredi Friday 
samedi Saturday 
dimanche Sunday

16 seize
17 dix-sept
18 dix-huit
19 dix-neuf
20 vingt
21 vingt et un
22 vingt-deux
23 vingt-trois
24 vingt-quatre
25 vingt-cinq
26 vingt-six
27 vingt-sept
28 vingt-huit
29 vingt-neuf
30 trente
31 trente et un

les Mois
janvier January
février February
mars March
avril April
mai May
juin June
juillet July
août August
septembre  September
octobre  October
novembre November
décembre  December

Quand? - When? 
hier yesterday
aujourd’hui today
demain tomorrow
le weekend dernier last weekend
le weekend prochain next weekend

Power Tools! 
je suis I am
j’ai I have
je voudrais I’d like
je peux? May I?
j’ai oublié I’ve forgotten
comment dit-on… How do you say…
en français?  in French?
comment dit-on…  How do you say…
en anglais?  in English?
c’est vrai it’s true
c’est faux it’s false
je pense que I think that

The 'six thinking hats' is a powerful technique that helps us look at important
decisions from a number of different perspectives.  It encourages us to move
outside our usual way of thinking.  As a result, we are able to understand the
complexity of the decision and spot issues and opportunities we may not have
otherwise thought of.

White Hat (information available and needed)
White is often seen as a neutral colour.  The white hat has to 
do with data, facts and information.  Wearing this hat, you look 
at the information you have and see what you can learn from it.  
You also look for gaps in your knowledge.

Red Hat (feelings and hunches)
When you think of red, think of fire and passion.  The red hat 
allows you to show your emotions on a subject, your gut feelings. 
It is often important to get feelings out in the open, rather than 
have hidden feelings or misgivings within the team.

Black Hat (caution, difficulties and problems)
When you think of black, think of drawbacks, problems and 
caution.  The black hat is for critical judgment.  Wearing this 
hat we try to prevent mistakes being made.  The weak points of 
a plan are highlighted and contingency plans are made.  It helps 
to make plans more resilient.

Yellow Hat (benefits and values)
When you think of yellow, think of the sun and sunny, positive 
thoughts.  Wearing this hat we are optimistic.  The yellow hat 
wearer looks for benefits, but must think logically, not intuitively 
like the red hat wearer.  Looking at the positive aspect of a 
situation can be very valuable, it helps to keep us going when 
the going gets tough.

Green Hat (alternatives and creative ideas)
When you think of green, think of plants and growth.  The green 
hat is for new ideas, for creativity, for new solutions.  When you 
wear the green hat, you need to generate many ideas and think 
of 'answers' to the black hat problems if possible.

Blue Hat (managing the thinking process)
When you think of blue, think of the sky and an overview.  
This is worn by people leading meetings.  The blue hat wearer 
asks for support from other hat wearers depending upon the 
problems faced.

Everyone creates their own personal style of mind mapping!  
Use these ideas as a guide to help you find your own personal style. 

Blank paper.  Ideally, 
landscape not portrait.
Use only one side.

Paper

Weather

1

Central image
attracts the eye.

Central image2

Main branches thicker to 
show importance.  Curved 
lines - interest the eye.
Length of line = length of 
word.

Branches3

Easy to remember.
Attract the eye.  
The eye takes in images 
faster than words (and 
remembers them for longer).

Images5

Stimulates the right
hemisphere of the brain.
Use one colour per
main branch.

Colour6

Leave lots of space 
so you can add to the 
mind map.

Spacing7

Use arrows to guide 
the eye.  Use symbols 
(create your own).

Symbols8

This is important.  It is your 
mind map for YOU.  Develop your 
own personal mind map style.

Personal style9

When learning is fun you learn faster.
When learning is fun you remember it.
Make your mind maps fun.
Have fun doing them!

Have Fun!10

Only keywords
Main branch word - upper case
Lower branch word - lower case
Vary size relative to importance.

Words4

TEMPERATURE

PRECIPITATION

VISIBILITY

WEATHER FORECAST

very cold
cold
mild
warm
hot

rain
hail
sleet
snow

meteorologist
satellite
weather balloon
weather ship
every hour

clear
hazy
fog
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OPTIONS AND PRICING

OPTION 3   FULLY BESPOKE EXERCISE BOOKS   (any size or page extent)

This would include books in different sizes and books with bespoke rulings.

Please let us know your exact requirements and we will provide a quotation.

www.dactylpublishing.com

 DELIVERY CHARGES: 3p + VAT per book (to one address)

HOW TO ORDER
If you are planning to order, please let us know in advance so that we can reserve production
capacity for you.  Please allow up to 6 weeks for production after the artwork has been approved.

 3. We will design the books and send you
   a set of PDF drafts for your approval.

 4. The drafts will be emailed back and
   forth until they are approved for print.

 1. To compile the content for each edition
     required, follow the step-by-step guide
     in this brochure.

 2. Send us your draft content.

OPTION 2   (A4+ size with 80 pages)

As option 1 but with an additional
4 or 8 pages of bespoke print.

For each 4-page section of bespoke print:
– black ink only (+12p)
– full colour print (+20p)

EXTRAS
– inside front and back covers printed in black ink (+5p)
– inside front and back covers printed in full colour (+10p)
– upgrade to 90 gsm paper (+10p)

OPTION 1   (A4+ size with 80 pages)

UNIT
PRICING

3,001 - 10,000 books
95p + VAT

Over 10,000 books
85p + VAT

Bespoke outside cover designs with a choice of four standard rulings on premium 80 gsm paper.

• 8 mm ruled with margin

• 5 mm squared
• 10 mm ruled with margin

• 10 mm squared

500 - 3,000 books
£1.10 + VAT

(min. 500 per edition)


