
Duffield Meadows Primary School Presentation and Handwriting Policy 

 

Introduction 

This policy aims to support pupils in their learning by providing pupils with clear 

guidelines and expectations for the presentation of their work. We believe that by 

challenging pupils to achieve a very high standard of presentation we will promote 

pride in their work, high self-esteem and a positive attitude to learning. This will help 

pupils to make the best possible progress and to strive for excellence. 

Through this policy, we aim to: 

 Establish consistency and continuity in presentation and handwriting 
throughout the school so that pupils and staff have a clear understanding of 
expectations 

 Maintain high standards by encouraging pupils to give of their best and improve 
on their last piece of work 

 Develop pupils’ self-esteem through praise and valuing their achievements 

 Create a dialogue which will aid progression 
 

Guidelines for Presentation 

These guidelines should also be considered in conjunction with the school’s ‘Marking and 

Feedback’ Policy 

1. All exercise books, worksheets and files of work should be well cared for. 

Damage to covers or pages of books, doodling or scribbling on covers or inside 

books will not be tolerated 

2. All books and files must be clearly named and labelled 

3. Each new piece of work should be dated, using words in English (e.g. 30th 

September 2014) and numbers in other subjects (e.g. 30.09.14) 

4. Each new piece of work should have a title, underlined with a ruler. One line 

should then be left blank below the title 

5. Pupils should use pencil or blue ink for general writing and green ink when 

editing their own or others’ work 

6. Drawings and diagrams should be done in HB pencil, including ruled labelling 

lines 

7. Each piece of work should have a learning objective or WILF  

8. All questions and answers should  be numbered or lettered 

9. In maths, pupils should write one digit in each square 

10. If colours are needed in exercise books, coloured pencils (not felt tips) should 

be used 



11. When using pen, pupils should correct any errors by ruling a line neatly through 

a word with the correction written above or next to it. The use of pen erasers 

should be discouraged 

12. When using pencil, pupils may correct simple errors by means of a pencil eraser 

and for lengthier corrections involving several lines of work a line should be 

ruled through the section needing to be re-written 

 

Guidelines for Handwriting 

1. The importance of neat and legible handwriting should be stressed from the 

earliest age, in order to encourage a sense of pupils’ pride in their work and 

their understanding of the role of writing as a communication tool  

2. Time should be taken to establish good habits such as posture and correct 

pencil grip. 

3. Teachers and support staff should model neat and legible handwriting at all 

times, in  line with the school’s scheme of letter formation and joins as set out 

in Appendix 1 of this policy 

4. Pupils should have regular opportunities each week to practise their 

handwriting skills, until it is judged that good handwriting is well embedded 

and in daily use 

5. Some pupils may continue to need additional support with their handwriting 

into Key Stage 2. In these cases, parental involvement may be sought and a 

one-to-one programme devised for the pupil. Helpful equipment such as pencil 

grips and extra wide-lined paper may also be useful 

6. Particular attention should be paid to pupils who may experience difficulties 

with regard to their handwriting, for instance left-handed pupils and those with 

fine motor or co-ordination difficulties. Adaptations should be made according 

to the needs of each individual and these should be shared among all staff 

concerned, including support and supply staff 

7. Pupils should begin using a handwriting pen, not biro, when the teacher judges 

that the handwriting is consistently accurate and joined to a high standard 

8. Pupils from Y5 onwards many use a fountain pen (Lamy type recommended and 

on sale in school) when the teacher considers the appropriate standard has 

been reached 

Monitoring and Implementation of this Policy 

This policy will be monitored through: 

 Regular work scrutiny (by SLT, subject leaders, governors) 

 Discussions with staff and pupils 

 Observations of lessons (SLT) 
This policy is effective from December 2014 and will be reviewed every 3 years. 


