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	Evaluating work 
	At the end of the lesson I looked over my work.
	To ensure that it was fit for the purpose and that the standard was of a high quality.

	
	
	planning your work

	
	

	
	
	evaluating your work

	
	

	
	
	proof reading your work

	
	

	
	
	keeping back up copies of files

	
	

	
	
	saving work regularly using different file names

	
	

	
	
	respecting confidentiality

	
	

	
	
	checking copyright of clip art and scanned images
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