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Introduction  

 
As a school we strongly value clear, accurate and well-presented work.  Our policy is aimed at ensuring that there are 
consistent expectations and standards for presentation.  We believe in developing children’s sense of pride in the 
presentation of their work and a good attitude towards learning. 
 
The policy reflects the views of all the staff of the school. It has been drawn up following consultation with all staff and 
children, and has full agreement of the Governing Body. 
 
Aims 

 

 To establish high expectations and pride in everything we do – both of ourselves and of the children.  

 Children of all abilities are able to present their work to the highest possible standard increasing their 
confidence and self-esteem. 

 To create a clear and consistent set of guidelines for the presentation of children’s work. 

 There is consistency across the school in terms of the standard of presentation expected. 
 
Objectives 

 

 To motivate each individual to present their work in the best possible way. 

 To enable children to recognise work that is presented to a high standard. 

 To ensure each child knows the standard of presentation that is expected of them. 

 To create consistency in standards of presentation across the school. 
 
Handwriting 

 
The teacher should model joined writing whenever possible. Pupils should be joining their writing all the time. It is 
important that the children do not just copy from the interactive white board, or a sheet, but that the teacher models 
writing in a fluent joined style, highlighting difficult joins and accurate ascenders and descenders. 
 
Pupils should be taught ‘Continuous Cursive’ and be able to apply the following: 
For continuous cursive all lowercase letters have a lead in stroke. 
Tall letters should almost touch the top line and should all be the same height. 
Capital letters are never joined. 
All letters sit on the line and don’t float above the line. 
All lowercase letters are the same size. 
The letters f and t are three quarter letters. 
The letters g, j, p, q and y are descenders, which go below the line and join using the tail. 
All downstrokes are parallel and equidistant. 
The dynamic tripod grasp is recommended once a child is old enough to hold a pencil or pen – this offers the greatest 
control and helps minimise the risk of strain.  
 
Pupils tilt their paper, keep their wrist straight and hand below the writing line. The helper hand should be placed on the 
the paper. 
 
Remind left-handed children how to position their paper to let them view their writing and also prevent ‘smudging’. Left-
handed writers should hold their pencil or pen slightly higher (about 2cm from the tip) so they can clearly see what 
they’re writing. Plus, make sure right-handed children aren’t seated on the left-hand side of a left-handed child – this 
prevents their elbows colliding. 
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Diagonal joins 
(the most common 
letter join – formed 
from the baseline) 

used to join:  
 
a, b, c, d, e, h, i, k, 
l, m, n, p, q, s, t, u, 
x, z 
 

to these letters:  
 
b, e, f, h, i, j, k, l, m, n, 
p, r, t, u, v, w, x, y, z 

and to these tricky letters 
(where the letter is formed in an  
anticlockwise movement):  
 
a, c, d, g, o, q, s 
 

Horizontal joins  
(formed from the 
top of the letter) 
 

used to join:  
 
o, r, v, w 

to these letters:  
 
b, e, f, h, i, j, k, l, m, n, 
p, r, t, u, v, w, x, y, z 
 

and to these tricky letters 
(where the letter is formed in an  
anticlockwise movement): 
  
a, c, d, g, o, q, s 
 

Descender joins 
(formed from the 
loop of a 
descender) 
 

used to join:  
 
f, g, j, y 
 

to these letters:  
 
b, e, f, h, i, j, k, l, m, n, 
p, r, t, u, v, w, x, y, z 
 

and to these tricky letters 
(where the letter is formed in an  
anticlockwise movement): 
 
a, c, d, g, o, q, s 
 

 

b, p and s are letters joined using a more complex bottom diagonal join. 
 
Methods for Promoting High Quality Presentation 

 

 To model the presentation policy, both in marking and writing on the white board. 

 To positively praise children for improving their presentation using CJS presentation award stickers. 

 To positively praise children for following the presentation policy using CJS presentation award stickers. 

 Merits awarded. 

 Setting presentation targets as needed to improve standards of presentation. 

 When marking, identifying ways to improve presentation. 

 For one of the children’s targets to reference the appropriate section of the presentation policy. 

 To aid coordination when drawing a margin, children can turn the book sideways and rule a horizontal line. 

 Ensure each book has a presentation guide (see below) on the inside of the front cover. Make pupils aware of 
the expectations for presentation by explaining the features outlined on the guide. 

 For pupils in Years 3, 4 and 5, use the prescribed vocabulary/word lists featured below in English books. 
 
Worksheets 

 

 Worksheets should be named, dated and have the learning 
objective and/or success criteria clearly identified. 

 Worksheets must be reduced in size so that they can fit on to 
one page and leave at least 1cm page showing. 

 No sheets to be folded. 

 Stuck into books in chronological order. 

 Buddies can help children with sticking in work neatly. 
 
Roles and responsibilities 

 
Teaching Staff 

 At the start of each term teachers should clarify expectations of presentation to the whole class. 

 Important role model for presentation and high expectations. 

 Model good practice.  All handwriting which is on display for the children – on the interactive whiteboard, books, 
flip charts, display – should be joined, legible and neat. 

 All children’s work must be marked using the agreed marking policy. 

 When sticking work in books ensure they are straight and trimmed to size. 

 For seating be aware of right and left handed children. Left-handed children should sit on the left side of the 
table. 

 
Children 

 Children are expected to keep their books clean well-presented.  

 Children should not doodle on the front cover or the pages inside. 

   

 
Worksheet 
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 Wash their hands after break-time to ensure they do not leave dirty marks on their work. 

 Follow the guidelines for the layout and presentation of their work. 

 Pictures, diagrams and tables should always be drawn in pencil and labelled in pen. 

 Rulers must be used to draw straight lines. 

 Hold the ruler securely in the middle with one hand and draw with a line with the other hand using a consistent 
and even pressure. 

 Children not to bend their books back when writing in them. 

 When storing books, children take care not to bend covers and stack neatly. 
 
Homework 

 
Parents will be encouraged to support their children to produce quality work following the Presentation Policy guidelines. 
Children will be expected to take the same care with homework as they do in their class books. 
 
Review 

 
This policy is monitored through: 
 

 Regular scrutiny of children’s work 

 Lesson observations to monitor the quality of teaching and implementation of this policy 

 Pupil interviews and questionnaires 
 
This policy is reviewed by staff and governors every three years.  Parents are most welcome to view copies of this 
policy on the school website and comments are invited from anyone involved in the life of the school. 
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English Year 3 
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English Year 4, 5 and 6 
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Geography Year 4, 5 and 6 
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History Year 4, 5 and 6 
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French Year 4, 5 and 6 
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Maths Year 4, 5 and 6 
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Science Year 4, 5 and 6 
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RE Year 4, 5 and 6 

 
 


