[image: image1.png]



English Subject Leader: Jayne Tillotson
Date policy written: January 2025
Nominated Governor: Leah Sharples
Date approved by the full Governing body: January 2025
Date to be reviewed: January 2028
HANDWRITING AND PRESENTATION POLICY

‘Let Your Light Shine’

Matthew 5:16

At St Peter’s we believe that our children can shine as we strive for every member of our family to succeed and flourish through our values centred curriculum; to enable our children to grow in confidence with God’s love, to challenge each other and ourselves and be inspired to love God and learning, as disciples of Jesus Christ.
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Statement of Intent

At St. Peter’s we believe that handwriting is a skill which, like reading and spelling, affects written communication across the curriculum. Given effective teaching, handwriting can be mastered by most pupils by the time they are seven or eight years old enabling them, with practise, to go on to develop a faster and more mature hand ready for secondary school and adult life.

Handwriting is a movement skill and therefore the pupils in our school need to practise handwriting movements correctly and often.

At St. Peter’s we acknowledge that handwriting is a developmental process with its own distinctive stages of sequential growth. Five stages are identified and these form the basic organisational structure of our handwriting scheme of work. We use Letter-join’s on-line handwriting resource and lesson planners as the basis of our handwriting scheme of work as it covers all the requirements of the National Curriculum:
1. Readiness for handwriting; gross and fine motor skills leading to letter formation – with lead ins as well as flicks out (Foundation/3 – 5 years)

2. Beginning to join (Key Stage 1/5 – 7 years)

3. Securing the joins – Diagonal and horizontal strokes needed to join some letters. (Key Stage 1 and lower Key Stage 2/5 – 9 years)  

4. Practising speed and fluency (lower Key Stage 2/7 – 9 years)

5. Presentation skills (upper Key Stage 2/10 – 11 years)

AIMS
1. To teach children handwriting that culminates in a joined script that is both legible and fluent.

2. To make the children aware of the importance of clear and neat presentation in order to communicate their meaning effectively.

3. To achieve this through ‘frequent and discrete, direct teaching’ (NC 2014).

4. To achieve ‘fluent, legible and, eventually, speedy handwriting’ (National Curriculum 2014).

TEACHER GUIDANCE ON HANDWRITING
Foundation Stage:
The EYFS identifies the following stages of handwriting development for children between the ages of three and a half, and five years old:

· Begin to use anti-clockwise movement and retrace vertical lines 

· Begin to form recognisable letters

These developmental stages lead to the early learning goal which states that children should be able to use a pencil and hold it effectively to form recognisable letters, most of which are correctly formed.
In the Foundation Stage children take part in activities to develop gross and fine motor skills and recognition of patterns within module 1 of Letter-join.
Individual letter formation is taught, modelled and practised in working towards the objectives listed below at Key Stage 1 in handwriting books.
Children learn to form letters which include a ‘lead in’ to the letter and a flick at the end of the letter to facilitate joining later.
Refer to Appendix 2 for pre-writing activities (taken from Developing Early Writing Section 3):http://nationalstrategies.standards.dcsf.gov.uk/node/47342
Key Stage 1:


The handwriting objective from the National Curriculum for Key Stage 1 states that children should be taught to form letters correctly and type accurately.
Handwriting objectives from the National Curriculum 2014 for English state:

	Year 1
	Year 2

	Write lower case letters; correctly formed and orientated, using a comfortable and efficient pencil grip.

Form capital letters.

Form digits 0-9

Understand which letters belong in which handwriting ‘families’ (i.e. letters that are formed in similar ways) and to practice these.  
	Write legibly, using upper and lower case letters appropriately within words, and observing correct spacing within and between words and correct size relative to one another. 


	Write with spaces between words accurately. 


	Form and use the four basic handwriting joins, start with diagonal and horizontal strokes to join letters and understand which letters are to be left unjoined. 



	Use the space bar and keyboard to type their name and simple texts. 
	Word process short narrative and non-narrative texts. 


In accordance with the Curriculum, children at St Peter’s will be taught how to form both lower case and capital letters and how to join them, whilst still developing fine and gross motor skills with a range of multi-sensory activities with the long term outcome that ‘Pupils should develop the stamina and skills to write at length’ (NC 2014).
Handwriting is taught daily and can be linked to phonics within these sessions. Children will complete modules 2 and 3 from Letter-join throughout Years 1 and 2. 
The children are taught to:

· Write from left to right and from top to bottom.

· Start and finish letters correctly, including ‘lead in’ and ‘flicks’.
· Be consistent with the size and shape of letters and the spacing of letters and words.

· Have the correct pencil grip.

· Find a convenient position for their page.

· Have the correct posture and position.

Key Stage 2:


The handwriting objectives from the National Curriculum 2014 for Key Stage 1 state that children should be able to form and join letters fluently and correctly and type accurately by the end of Year 4 and gain fluency in handwriting and keyboard use in upper Key Stage 2.

Handwriting objectives for English are as follows:
	Year 3
	Year 4
	Year 5
	Year 6

	Write with consistency in the size and proportion of letters and spacing within and between words, using the correct formation of handwriting joins.
Increase legibility, consistency and quality of their handwriting (e.g. by ensuring downstrokes of letters are parallel and equidistant; that lines of writing are spaced sufficiently so that the ascenders and descenders do not touch.
	Write consistently with neat, legible and joined handwriting.

Increase legibility, consistency and quality of their handwriting (e.g. by ensuring downstrokes of letters are parallel and equidistant; that lines of writing are spaced sufficiently so that the ascenders and descenders do not touch. 


	Write legibly, fluently and with increasing speed.

Adapt handwriting for specific purposes, for example printing, use of italics, quick notes, email, capital letters for form filling and formal letters. 


	Use different styles of handwriting for different purposes with a range of media, developing a consistent and personal legible style. Maintain legibility in joined handwriting when writing at speed
Understand and use handwriting appropriate for the task e.g. quick notes compared to final version. 
To be taught unjoined for labelling diagrams or data, writing an email address and capital letters for form filling. 



	Develop accuracy and speed when using keyboard skills to type, edit and re-draft

 
	Use word processing packages to present written work and continue to increase speed and accuracy in typing 
	Use a range of ICT programs to present texts, making informed choices about which electronic tools to use for different

purposes                    
	Select from a wide range of ICT programs to present text effectively and communicate information and ideas 


Lower Key Stage 2:
During this stage the children continue to have direct teaching and regular practice of handwriting. We aim for them to develop a clear and fluent style by the end of Year 3. Handwriting skills and letter formation taught in Key Stage 1 will be reinforced and developed. Handwriting will be taught as a formal lesson weekly, but daily handwriting practise will be undertaken by any child who has not yet developed a cursive handwriting style. Children will be taught modules 4 and 5 from Letter-join in Years 3 and 4.
Upper Key Stage 2:


During this stage the children must be able to adapt their handwriting for the following different purposes:

· A neat legible hand for finished, presented work.

· A faster script for notes.

· Print for labelling maps or diagrams.

Daily handwriting practise will be undertaken by any child who has not yet developed neat, joined handwriting. Children will be taught modules 6 and 7 from Letter-join in Years 5 and 6.
Formation of letters

There is a requirement at St. Peter’s, that teaching the correct formation of the letters is given highest priority, and that this will be achieved by pupils before any attempt is made at joining. For the agreed handwriting style, refer to Appendix 1.
TEACHER GUIDANCE ON PRESENTATION
Presentation of work is an important aspect of children’s learning. The quality of presentation reflects the children’s skills and the pride they take in their work. How work is presented will depend on the learning purpose and the audience.

Guidelines

At St. Peter’s we agree that:

1. Heading and Date

· The heading and date should be distinctive. 
· The date is written on the top line. The heading or learning intention is to be written under the date and underlined should be embedded by the end of Key Stage 1. 
· The children must miss out a line between date and heading. 
· A line must also be missed after the heading prior to work beginning
2. All children will work towards achieving their pen licence and this can be attained in Key Stage 1 and Key Stage 2. Children must keep handwriting consistent to maintain their licence. 
3. Writing should be aligned next to the margin and children should be prompted if their writing strays.

4. The use of rubbers should generally be avoided but this will be at the teacher’s discretion.

5. Children should not write or doodle on the front of books or doodle in books.
6. Children should not scribble out errors but draw one line through incorrect work.

7. All children to be provided with a visual scaffold of correct formation, with lead ins, and examples of capital letters, in English books and in classroom environment.

8. Mathematics
· Key Stage 1 use plain paper journals to record independent methods and ideas
· Key Stage 2 use centimeter squared paper square paper journals to record independent methods and ideas

Writing Tools

	Year Group
	Writing tool

	Foundation stage    
	Thick soft pencil.

	Year 1
	HB pencil. A few children may still need a thick pencil.

	Year 2
	HB pencil. 
If children have achieved their pen licence written work can be completed in pen.

	Years 3 and 4
	HB pencil for majority of written work. Children to work consistently towards achieving their pen licence.
If children have achieved their pen licence written work can be completed in pen.

	Years 5 and 6
	All children write in pen which will be supplied by the school.



	All Year Groups
	All maths work is to be completed in pencil.


	Year Group
	Paper

	EYFS
	Appropriately spaced wide lines.

Handwriting books are provided to indicate correct size, proportion and placing of the letters.
Letter-join guideline and resources used with modules.

	Year 1
	15mm wide lines in handwriting books.
During handwriting practice guidelines are provided to indicate correct size, proportion and placing of the letters.
Letter-join guideline and resources used with modules.

	Year 2
	12mm lines in handwriting books.
During handwriting practice guidelines are provided to indicate correct size proportion and placing of the letters.
Letter-join guideline and resources used with modules.

	Years 3 and 4
	12mm lines in handwriting books.
During handwriting practice guidelines are provided on copy masters to indicate correct size, proportion and placing of the letters.
Letter-join guideline and resources used with modules. 

	Years 5 and 6
	12mm lines in handwriting books.
During handwriting practice guidelines are provided to indicate correct size proportion and placing of the letters.
Letter-join guideline and resources used with modules.


Teaching Left-handed children to write

If a left-handed child is only permitted to write with the left hand but not taught how to write, the child may develop a needlessly uncomfortable, inefficient, slow, messy way of writing that will be a lifelong hardship. Therefore, we believe that it is especially important for all staff to understand how to teach left-handed children to write correctly. The most important factors are: the position of the writing paper, the position of the arm and wrist, and the grip on the writing instrument.
Position of paper
At St. Peter’s we will teach left-handed children to remember three things as they learn to write: 
· Grip the pencil - 2.5 cm (1 inch) to 3.8 cm (1.5 inches) from the point.
· Tilt paper so that the arm is at right-angles to bottom edge of paper (and the top right corner of page is toward writer).
· Write with the hand below the writing line and the wrist straight.

For further information refer to following website:

http://handedness.org/action/leftwrite.html

ASSESSMENT OF HANDWRITING
In the early stages of handwriting, teachers observe closely to ensure letters are correctly formed. Later assessments are made against assessment within the Letter-join modules which align with the National Curriculum.
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5 and 6

	Letters are usually clearly shaped and correctly orientated with lead ins and flicks out.
	Letters are accurately formed and consistent in size.

Beginning to join words.
	Handwriting is joined and legible.


	Handwriting style is fluent, joined and legible. 
Increasing speed.


	Handwriting is joined, clear and fluent and, where appropriate, is adapted to a range of tasks.


RESOURCES AND SCHEMES
At St Peter’s, formal handwriting teaching is supported by the resource: 
Letter-join
Sloping surfaces and pencil grips are available and used when necessary.


ROLE OF SUBJECT LEADER:

The English Subject Leader at St. Peter’s (Jayne Tillotson) is responsible for improving the standards of teaching and learning in handwriting.

The Subject Leader will:

· Take the lead in policy development

· Audit and support colleagues in their CPD

· Purchase and organise resources

· Keep up to date with recent developments


PARENTAL INVOLVEMENT

At St. Peter’s all our parents are encouraged to support their child with English. All parents will be provided with a leaflet, explaining the school policy on handwriting and giving suggestions as to how they can help. They will also be provided with a sheet which displays our handwriting style, explaining how each letter is to be formed. This information will also be given to parents of all children who are starting school.


THE GOVERNING BODY

Regular reports are made to the governors on the progress of English provision and to our English Governor, Leah Sharples. This will include a report on how we are improving standards in handwriting and presentation.
This policy will be reviewed every three years or in the light of changes to legal requirements.


CONCLUSION

This policy should be read in conjunction with the following school policies:

· Teaching and Learning Policy 

· English Policy
· Marking policy

· ICT Policy

· Equal Opportunities Policy
Update to Policy Record Sheet

	Date
	Reference / aspect of policy to update
	Suggested amendments to consider at next review.
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