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Handwriting and Presentation Policy

At Hadrian Primary we believe that neat well formed handwriting and presentation of written work helps to raise standards as the pupils take pride in and have a sense of ownership of their work. As a school we are adopting the fully cursive method of handwriting.

Aims

· To raise standards in writing across the school

· To have a consistent approach across both key Stage One and Two when teaching handwriting and presentation of work throughout the school.

· To adopt a common approach towards handwriting by all adults when writing in children’s books, on the whiteboard or on displays / resources.

Handwriting Guidance

Foundation Stage and Key Stage One

· In Foundation Stage children will learn how to hold a pencil and how to form basic letter shapes (see appendix 1)

· In Year 1 from spring term, children are taught to begin each letter from the line using entrance and exit flicks.

· Joined, cursive handwriting is introduced from Year 2 and by the end of Year 2 children should be beginning to write with fluency and consistency.

· For agreed letter formation please see appendix 2.

· Handwriting practice is to be undertaken at least 2 times per week in Year one and two. In Reception handwriting will be taught as part of daily writing / phonics.
· Handwriting practice should also be taught in conjunction with spelling.

Key Stage Two

The target for children in Key Stage Two is to produce a fluent, consistency formed style of fully cursive handwriting with equal spacing between the letters and words.

· Small group handwriting intervention sessions may be provided for children in Year 4, 5 and 6 who require it.

· All children from Year 3 onwards, will write with blue pens at all times.

· Children in all Year groups will use a pencil in Numeracy. 

· Pencils will be used in Numeracy, for drawings and for the completion of diagrams and graphs.

· Mistakes and errors in all subjects will be crossed out with one horizontal ruled line. Rubbers can be used for graphs, tables and charts.

Teachers should model handwriting appropriate to the year group taught at all times when writing on the board, on displays and in children’s books.

Presentation guidance

Foundation Stage

· Work should be dated by the teacher using the short date at the top of the page.

· The learning intention should be made clear through the teacher’s comment made through marking.

Year One

· Children should write the short date (20.11.15) in literacy and numeracy and all other topic work.

· A short title should be written and the learning intention should be made clear through the teachers comment made through marking.
· By the end of Y1, children need to write the full date and title and a short learning objective.
Year Two onwards

Literacy and other written work (see samples in appendix 3)

· DUM TUMS (Date, Underline, Miss a line, Title, Underline, Miss a line Start) will be used from Year Two onwards.
· The long date must be written in the following way: Wednesday 20th May 2012, and underlined once using a ruler.

· The date should begin on the top line, next to the margin, on the left hand side of the page and be underlined once (not in margin), then miss a line, write the title and underline once.
· The next line should be missed and the learning objective (L.O.) should be written on the following line, when appropriate.

· The date and learning objective (when appropriate) should be underlined once using a ruler.

· Children should write from the margin to the edge of the page.

· A new paragraph should be indicated by missing a line. The new paragraph should be indented.

· If work is continued in another lesson, children should continue from where they left off and write the short date in the margin.(20.05.12)

· Mistakes should be crossed out using a ruler line, even where multiple lines are incorrect.

· No rubbers should be used throughout the school, except when drawing graphs, tables and charts in Maths.

Numeracy (see samples in appendix 4)

· Pencils must be used throughout school in numeracy

· One digit should be written in each box

· The short date should be written in the top right corner in the following way: 20.5.12 and underlined.

· The next line should be missed and the learning objective (L.O.) if applicable) should be written on the following line.

· The date, learning objective / title, should be underlined using a ruler and pencil.

· In numeracy, where necessary e.g column addition, a diagonal line may be used to cross out multiple lines.

Materials

· Pencils, pens and rulers are provided by the school.

· In Nursery and Reception, children write with pencils.

· From Year 3 upwards children write with  blue pens.

· Pencil grips are used where needed at the teacher’s discretion.

· Pencil cases can be provided from home, however school pens and pencils should be used in curriculum areas.

*Children diagnosed with or suspected of having dyslexia or any specific learning difficulty. 
If a child is suspected of having or is diagnosed with dyslexia, they will not be expected to copy out the date, title and learning objective. A short numbered date could be used for work, but the focus should be kept on completing the task set.
Monitoring and Evaluation

Handwriting and presentation will be assessed by the class teacher as part of each terms literacy writing assessments. It will also be monitored by the literacy coordinator and SMT on a termly basis.

