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At Roseberry Primary & Nursery, we provide a high quality inclusive 

education in a safe and nurturing environment, to inspire our pupils to 

foster a love for learning which enables them to achieve their full 

potential, and equipping them with the skills to adapt in our ever-

changing world. 

 

 

Together we achieve more! 
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Purpose 

 

The purpose of this policy is to ensure a consistently high standard of presentation across the 

whole school which all children and staff recognise, understand and follow. This policy is to 

be used in line with the individual guidance for each class which outlines the expectations 

and progression throughout school. 

  

Application 

 

These expectations are intended to apply to the vast majority of children in our school. 

Occasionally a decision will need to be made to personalise the presentation expectations for 

a child who has such specific needs that these expectations could be a barrier to their progress 

(e.g. a child with physical difficulties writing). 

  

Making it a reality 
 

Staff will ensure that presentation of work is actively taught as it will not ‘just happen’. It 

should be a main focus at the start of each academic year and then be referred to periodically 

throughout the year. 

  

Where possible, all staff should ensure that presentation is celebrated through: 

 Displaying work with a high standard of presentation 

 Celebrating work with a high standard of presentation in whole class situations. 

 Ensure good presentation is rewarded in line with whole school policies e.g. verbal 

and written praise, green dojos, Headteacher/DHT awards). 

 Sharing of good work in whole school assemblies. 

 Handwriting will be taught in line with the handwriting policy on a regular (at least 

weekly) basis.  The focus of these lessons will be correct letter formation and cursive 

handwriting.  Children will need to be taught how to write in a cursive style. 

DATES 

 Staff will write the date on the board every day. 

 The day will be written as well as the long date e.g. Thursday 27th July 2017 

 For Maths work, the short date will be used i.e. 27.7.17 

 Staff will write the date on a line, using a ruler. 

 Staff will model how to hold the ruler in the middle so it doesn’t slip. 

 Pupils will write the appropriate date, underline with a ruler/ red pencil and miss a 

line. 

TITLES 

 The title will be the learning objective for the lesson. 

 It will be underlined with a ruler/red pencil and a line will be missed before the start 

of the work. 
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EQUIPMENT 

 EYFS & KS 1 pupils will use a pencil for all written work. 

 Pupils will be given a blue biro in Year 3 when they can join their handwriting. 

 No felt tip or gel pens to be used in exercise books. 

 Green pens will be used by pupils for corrections or editing, revising or proof-reading 

work. 

GENERAL POINTS 

 Staff to print pupils’ names on front covers of books in black pen 

 All drawings and diagrams will be completed in pencil. 

 Felt tip or gel pens will not be used in exercise books. 

 One single line to be used to cross out mistakes. 

 Absolutely no writing/doodling on covers or on the inside covers of books. 

 No doodling on pages in books. 

 Writing will start beside the margin unless it’s the start of a new paragraph. 

 When worksheets are used, they should be trimmed and stuck in the books neatly. 

 Teachers will model how to assess work for pupils’ self and peer assessment e.g. size 

of ticks. 

 Pupils will be taught where to begin a new piece of work. As a general rule, pupils 

will start a new page when there are only a few lines left, otherwise they will rule off 

and use the same page (from Year 1 summer term onwards).  

 Teachers will model the school’s agreed handwriting scheme. 

 Teachers will mark in red pen. 

 Pupils who are absent will have the absence and date recorded in their books. 

MATHS 

 All Maths work to be completed in pencil. 

 One digit in a box 

 When short answers are required, the paper will be folded down the centre. Answers 

will be written down the left side first. 

 Calculations will be numbered (with a dot after – not brackets). 

 There should be at least 2 clear squares between each calculation, both horizontally 

and vertically (room for corrections and teacher guidance).  

 For solving word problems, the actual calculation should be set out. The answer 

should be written in a sentence where it clarifies a complex problem or where the 

focus is on maths vocabulary.  

 Calculations involving decimals should see the point written in the centre of the 

square between the squares used for the units and tenths digits.  

 Rulers need not be used to draw bar models as the majority of the time should be 

spent on the maths and not the presentation. However, in upper KS 2, pupils should 

use a ruler to create bar models. 
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GUIDANCE FOR LEFT-HANDERS  

 

Left-handed children will not in any way be discouraged from favouring the left-hand in their 

work. However, special rules apply for left-handers. They should sit on the left-hand side of 

double desks or tables. They must be able to rest their left forearms on the edge of the desk. 

The book or paper must slope in line with the left forearm. As writing is completed down the 

page, the paper must be moved away from the body in the same line. The aim is to keep the 

left arm in much the same position at all times to avoid the elbow being cramped by the 

chest. Moving the paper away from the body prevents writing becoming cramped at the foot 

of the page. The right hand must be used to control the movement of the page. 

PROGRESSION IN PRESENTATION 

EYFS 

An effective pencil grip will be encouraged. The tripod grip is the preferred method. Pupils 

will begin to form letters correctly. Letters will be taught using flicks. All letters will start on 

the line. 

   

  

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Posture 

 

Children should be encouraged to sit up straight with their feet on the floor. The non-writing 

hand must be used to steady the book or paper. 
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YEAR 1 

 

To form capital letters correctly. To form lower-case letters in the right direction. To 

understand letter families. 

 

YEAR 2 

 

To form all letters the correct size. To start using some diagonal and horizontal strokes 

needed to join letters. The spaces between words need to reflect the size of the  letters. To 

begin to join letters with clear ascenders and descenders. 

 

YEAR 3 

 

To use diagonal and horizontal strokes needed to join up handwriting. Year 3 will use wider 

lines during the autumn term. A pen license will be granted when Year 3 pupils start to join 

their handwriting. 

 

YEAR 4 

 

To use joined-up handwriting with increasing legibility and consistency and understanding 

which letters are best not to join. 

 

YEAR 5 

 

To maintain legibility and fluency of joined-up writing throughout a written piece. 

  

YEAR 6 

 

To write at speed, whilst maintaining legibility and fluency of joined-up handwriting, 

choosing which implement is better suited to the task. 

 

MASTERY 

To use joined-up handwriting and formal printing style appropriately. To adapt handwriting 

for the task in hand e.g. note-making; email; etc. 

 

CHECKLIST FOR TEACHER 

 

If a child's handwriting is to develop into a pleasing and consistent style, it is helpful to 

examine each piece of writing in the light of the following criteria: 

 

Shape- Are all letters properly formed and clear? 

Joining- Are as many letters as possible joined consistently? 

Slope- Is the slope of letters consistent? Letters should either be all perpendicular or all 

sloping (in the same direction). 

Evenness- Are letters of a consistent and reasonable size? Capitals can be too big; tall letters 

too tall, small letters too small. 

Floating and Sinking- Do letters sit on the line? Words sometimes float above or sink below 

the writing line. This happens because the writing hand is not moving steadily across the 

page. 
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Particular Letters- Which letters are really well formed? Which ones need careful practice? 

Inappropriate capital letters are sometimes used in the middle of words and sentences e.g. S, 

J, P,  

 

MONITORING  

 

Presentation will be monitored by the Senior Leadership Team on a regular basis through: 

 Work Scrutinies 

 Drop-in lesson observations 

 Learning Walks 

 Pupil interviews 

  

Date of policy     September 2017 

 

Date of review   September 2019 

 


