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When communicating ideas in writing it is
important that pupils use a handwriting style
which is fluent and legible. The importance of
handwriting should not be underestimated. It
is vital pupils can write quickly, comfortably
and legibly as this is a skill needed in many
curriculum areas. Pupils’ self-esteem is also
heightened when they are able to take pride
in their handwriting.

Aims:

» To develop a neat, legible, speedy handwriting style using continuous cursive letters,
which leads to producing letters and words automatically in independent writing.

« To establish and maintain high expectations for the presentation of written work.

» For pupils to understand, by the end of Year 6, the importance of neat presentation
and the need for different letterforms (cursive, printed or capital letters) to help
communicate meaning clearly.

It is an expectation at Powers Hall Academy that all teachers model using cursive
handwriting. Teachers and support staff will act as a model when writing on the board or
marking work, using a fluent joined style with accurate letter and number formation, as
appropriate to the pupils’ level of development. All text displayed throughout the
environment, whether written or typed, will also model high expectations for handwriting and
presentation. Typed text should predominantly use the cursive style XCCW Joined |6.a




obcdo ABCDE
Lghijk FGHIJK
Lmnop LMNOP
grstu QRSTU

N-WIX I 72 NN\NN XY L

From Year 3 children will begin the year with a handwriting assessment. This will be used to
track: formation, joins, legibility and speed. Children successful at all four will receive their
pen licence. Those who require further support will continue to remain writing in pencil.
Children with a particular need will also receive weekly transcription interventions.

e Our high expectations for handwriting and presentation will be upheld across all
curriculum subjects.

e Attention to posture and seating arrangements is important. Pupils who write with
their left-hand face particular difficulties and teachers need to be aware of this. Left-
handed pupils should either sit next to other left-handed pupils or on the left side of a
right handed pupil to avoid bumping arms or smudging work.

« Pupils who display specific difficulties with handwriting will have these addressed
through such resources as slanted writing boards, rubber pencil grips, using
alternative writing mediaq, etc. Individual cases may be referred to the Inclusion
Team, where necessary.

 Incorrect letter/number formation will be addressed through marking and feedback
as appropriate to the developmental level of the pupil as well as through daily
handwriting practise.

e Expectations by year group are detailed in Appendix A.

Handwriting practice
¢ Pupils should be given opportunities to practise handwriting at least four times per
week or more frequently, as necessary.
e Correct letter formation will be modelled by the class teacher.
« ‘Little and often’ is the most efficient and effective way to embed good handwriting
habits. Therefore, regular handwriting practice will typically be no longer than 15
minutes.




Basic structure of a handwriting session:

Relaxation

Posture check, feet flat on the floor, back touching the chair

Teacher modelling

Children practising independently with teacher model, then from memory

Sessions should be fun, varied and multi-sensory: write letters in the air (sky writing),
on backs or on hands, orally describe letter shapes and joins with children ‘the patter’
Whiteboards and pens are ideal for initial formation practice as mistakes can be
wiped away (good for children who find it very difficult as mistakes can be rubbed
out) but books should also be used to record handwriting practise on lined paper.

All children should be writing cursively by the end of Y3. Initially, handwriting practice will
take place in small purple handwriting books.

Earning a pen licence
To write in pen, children need to earn a pen licence which they do by demonstrating the
following:

| always use finger spaces

I hold my pencil with the correct grip.

| write on the line with correct ascenders and descenders

| start each letter with an instroke and end with an outstroke.

Most of my letters are the correct size and shape.

Use upper- and lower-case letters accurately

| join my letters most of the time.

Other people can always read my handwriting because it is neat
and clear.

Class teachers should identify pupils who they feel have reached the required
standard for a Pen Licence. Pen Licences will then be awarded to pupils by the Co-
Headteachers and presented in assembly.

Pupils will need to maintain a high standard of presentation to retain their licence.
Pen Licences will be renewed each academic year.

When a Pen Licence is awarded, a certificate will be presented to the pupil.

Please note that it may be appropriate for a specific child to use a supportive pen
although they do not hold a pen licence. This will be agreed by the inclusion team.

As a junior school, we are mainly concerned with coverage of the Key Stage 2 Curriculum.
However, it is important to know the building blocks of progression throughout the full
primary curriculum. KS1 content must be reinforced and revisited as appropriate.




Handwriting Progression:

The anticlockwise letters:

The tall letters:

bdghklt

The long letters:

o
The lumpy letters:

AM N & A

The vowels:
°
The other letters:

N W JC /L




Presentation
At Powers Hall Academy, we believe that good presentation is an essential part of effective
learning. We aim to promote an ethos of responsibility and ownership so that children take
pride in their work. Research shows that good presentation can promote children’s ability to
organise their thinking, communicate their ideas clearly and become more effective at self-
editing and improving.

Aims:
e To help pupils to present their work to the highest standard.
¢ To make sure pupils know the expectations we have of them.
e To create consistency in standards of presentation across the school.

We value all work by ensuring there is a pride in everything we record, present, display and
publish. To support this we have the following expectations of our children when they are
doing the same.

General principles:

¢ All pupils’ work should be presented neatly with joined handwriting

¢ Alllearning is dated

¢ When starting a new piece of work, leave a line and carry on with the next piece
as pages should not be wasted.

¢ All books should have clean, plastic covers

¢ A sharp pencil must always be used to write with

e When writing in pen, UKS2 children will use a blue biro pen (except in Maths) and LKS2
will use handwriting pen

¢ Pens should be used for writing by all children who have achieved a consistent,
cursive style. /t is our aim that all children will achieve this by the end of year 3.

e Any sheets that are stuck in must be cut to the right size, stuck in straight and with
minimal folding

¢ All books should have a printed label on the front with the pupil's full name, the
subject of the book and the year/class name

 Pupils should not graffiti, doodle or draw anything otherwise inappropriate on/in their
books. Teachers should be vigilant and address this if it occurs to avoid it happening
again.

¢ Pupils should not ‘doodle’ on the front cover, or on the pages inside.

e Books which are not kept well-presented may be remedied through the use of an
eraser or pupils should be asked to re-write work on paper to be stuck over messy
work — unacceptable presentation must be rectified and doodles removed.

¢ Incorrect work is crossed through with a single line and rubbers used sparingly, e.g. to
rub out a drawn shape or part of a graph.

e Aruleris to be used to draw lines in maths, for example geometric shapes, tables,
graphs

¢ Inadequacies of presentation will be addressed through marking and feedback.

e At no point, should pages be torn out of books by either pupils or teachers.

e Felt tip pens should not be used in pupil books.

¢ Pupils should not draw bubble writing or fancy lettering unless this is a requirement
of the task

e Pupils will only use pens provided by the school.




Books

Exercise books reflect a pupil’s progress over time. They also reflect the quality of teaching
over time. It is therefore absolutely essential that the teacher reinforces their expectations
frequently and accepts nothing but a child’s best.

If there is sufficient space on the page, after the teacher’s feedback, the children will miss a
line and then draw a straight line with a ruler to show that piece of work is finished. The next
piece of work will start, with the date and LI underlined, under that.

Presentation guides are stuck in the front of the book (Appendix 1).

Maths:

¢ Allwork completed in pencil

e Pre/post assessments completed in pencil in journals

¢ Any lines drawn will be done so with a ruler and where shapes are drawn they should
be accurate, using appropriate mathematical knowledge and resources

o Date must be neat and follow routines etc. — non-negotiable

* Write the date in figures on the right- hand side using the ‘short date’ format e.g.
6/9/23 in journals

¢ Write the ‘short date’ where indicated in the Practice Book

e For some SEN children, the date can be pre-typed and stuck in their books before the
start of the lesson or written by the LSA/class teacher.

e Question numbers should be represented using a bracket e.g. 1)

English:

e Pupils complete all work in pencil until they demonstrate sufficient ability to write
fluently and legibly, thus earning a ‘pen licence'.

e Write the date using the ‘long date’ format e.g. Wednesday 6" September 2023 at
the start of a unit and independent write. All other times the short date in the
margin is acceptable.

e For some SEN children, the date can be pre-typed and stuck in their books before
the start of the lesson or written by the LSA/class teacher.

+ Date must be neat and follow routines etc. — non-negotiable

e Write answers in sentences unless specified otherwise by the teacher

e Children write from the edge of the page or margin

Other subjects:

e Pupils complete all work in pencil until they demonstrate sufficient ability to write
fluently and legibly, thus earning a ‘pen licence'.

¢ Write the date in figures on the right- hand side using the ‘short date’ format e.g.
6/9/23

e Pupils are taught the skills and knowledge required through a series of enquiry
questions

¢ Write legibly and present work appropriately for the task.

¢ Use templates and scaffolding, where appropriate, to help organise and set out
written work.

« Word processing can be used where appropriate for presentation purposes




e Pages should not be missed out, however if you miss a page by accident, you should
return to that page as soon as possible and use it

Sketchbooks

e Sketchbooks should be dated for each lesson they are used and a clear underlined
learning intention — these can be taken from the Cornerstones lesson titles.

e Sketchbooks should be owned by the pupils. As such, sketchbooks should be
individual and develop personality, therefore a class of sketchbooks should not look
the same.

e Where practical work/larger final pieces are completed as part of the Innovate stage
project, photo evidence should be stuck into the sketchbooks.

e During the , children can write about what they did, the skills they used,
what they enjoyed and any feedback they shared with you. This can effectively
demonstrate the ‘evaluate’ and ‘reflect’ part of art and design curriculum.
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Introductory knowledge lesson
e Pupils are provided with a copy of the knowledge organiser and glossary to
support their learning throughout the project.
e Project title page trimmed and stuck into book to signify new sequence of
learning
e Pupils ask and record questions in their book

Innovate journals (history and geography)
¢ include the thematic problem, challenge, provocation or scenario to provide the
context for learning
e success criteria provided for each pupil to support self-assessment




+ high expectations of presentation, spelling and handwriting

e provide modelled example of outcome to establish a standard that pupils must
be aiming to achieve

e encourage creativity - model and practise creative ways to present information that
supports engagement and understanding.

e document outcomes of 3-D or collaborative projects through photographs glued
into the journals

e provide engaging templates and backgrounds for pupils to record and showcase
their learning

« pupils reflect on and evaluate their learning against agreed success criteria

e End of project tests and quizzes are recorded in pupil books to assess pupils’
knowledge gained during the project
¢ Pupils reflect on their learning and celebrate their achievements.

Below is a list of each exercise books we will be using for each subject.

English — A4 Purple Lined

Maths - Year 3 - Yellow A4 Tcm Squared Year 4,5, 6 — Yellow plain
Science — A4 Dark Green Lined

Geography [ History — A4 Buff Lined

Reading Comp — A4 Red Lined

Spelling / Handwriting — 9x7 Purple Lined

French — A4 Orange Lined

Art & Design/Design & Technology — A4 Black Sketch Books

RE / PSHE — A4 Pink Lined

Homework book — A4 Blue




Appendix 1

Key Presentation Guidelines

Your hook is a record of your learning and progress. It should demonstrate
the positive and proud waoy in which you approach your learning.
Ecpectations.:

M.arking Code
Symhbol Meaning

Write the date .at the top .of the page. Underline neatly wsing a ruler
A sharp pencil must .alw.ays be used to write with
Use a joined, legible handwriting style

Lower Case Letters

uhcdz}ghigklmnopqrﬁtumwm%z

Capitals
ABCDEFGHIJKLMNOPQRSTUVWXYZ

Numbers

0123456789

Keep your hook neat and tidy-no graffiti .or doodles.

When starting .a new piece of work, the previous work should he
ruded off as pages should not he waosted.

Drowings, diagrams, tables .and graphs should be done in pencil.
Alw.ays respond to teacher feedback where indicated

Ensure all worksheets are trimmed .and secured in your hook straight.
Use .a ruler to draw straight Lines/arromw.s

[f you make a mistake, put one neat line through the error .and correct.
Take pride in your w.ork

I'm tickled pink! This part of youwr work is correct.
, I'm green for growith! This part of yowr w.ork
could be improved.
* Take .a look at this part again .and edit.
v C,oxf,ect/,g,o,o,d, pouut/wvzli Written
. Lncorrect/wrong point
SP Correct a spelling mistaoke
P Correct a punctuation mistake
” This .does not make sense/sentence needs to he
' clearer.
” You need to .add .a word.
// You need to start a new paroagraph.
2.4. Provide examples.
H H.andw.riting needs to be improved




Appendix 2

Correct posture and pencil grip for handwriting

Pupil

SITTING POSITION

The table reaches
to below elbow

Keep feet flat
on the floor

Left-

Left-

s should be taught to sit correctly at a table, holding a pencil comfortably and correctly.

Sit with a straight
back, not leaning

over the page /

Sit right back @
in the seat x

Pull the chair
close in to the
table

Paper position for right-
handed children.

handed children

handed children may find it difficult to follow the movements of right-handed teachers

as they model letter formation (and vice versa). Teachers should demonstrate to left-
handers on an individual or group basis.

Left-handed pupils should sit to the left of a right-handed child so that they are not
competing for space.

Pupils should position the paper/book to their left side and slanted, as shown.
Pencils should not be held too close to the point as this can interrupt pupils’ line of
vision.

Extra practice with left-to-right exercises may be necessary before pupils write left-

to-right automatically.

Paper position for left-handed children.




THE TRIPOD PENCIL GRIP

Both right and left handed children should be encouraged to use the tripod grip which allows

the pen/pencil to be held securely whilst allowing
controlled movements of the pen/pencil nib.

Right-handed pencil grip

& g? K™

Point away the pencil, Pinch it near the tip, Lift if off the table,

Left-handed pencil grip

oy

Point away the pencil,  Pinch it near the tip, Lift if off the table,

1) Grip the pencil with your index finger
and thumb with the nib pointing away.

2) With your free hand, spin the pencil
from underneath.

3) Use your middle finger to support the
underside of the pencil.

3[‘}
|

Spin it round... and grip.
[ oy
@:»1*: N,
Spin it round... and grip.




Appendix 3: Handwriting Expectations by Year Group

Nursery:

Children should:

Use a range of mark-making tools such as pencils, pens and crayons, with
confidence andenjoyment

Develop a recognition of pattern

Develop a language to talk about shapes and movements

Begin to use three fingers (tripod grip) to hold writing tools

Imitate drawing simple shapes such as circles and lines

Begin to show a preference for a dominant hand

Develop gross motor control by drawing lines and circles

Draw lines and circles using gross motor movements

Use one-handed tools and equipment, e.g. makes snips in paper with child scissors
Hold pencil between thumb and two fingers, no longer using whole-hand grasp
Hold pencil near point between first two fingers and thumb and uses it with good
control

Copy some letters, e.g. letters from their name

In Reception the children continue to develop their knowledge, skills and
understanding fromNursery in addition to:

Show a preference for a dominant hand

Begin to use anticlockwise movement and retrace vertical lines

Begin to form recognisable letters

Use a pencil and hold it effectively to form recognisable letters, most of which are
correctlyformed

Form the capital letters that start their names

Use clearly identifiable letters to communicate meaning, representing
some soundscorrectly and in sequence

Write own name and other things such as labels, captions

Attempt to write short sentences in meaningful contexts

Start to leave spaces between words

Once basic letter formation is mastered, children are provided with large
pieces of paper(turned landscape) with a single line

Guidance for Foundation Stage Teachers

Letter formation should be taught alongside phonics using the Read, Write Inc phonics
scheme. Implements such as chunky triangular pencils, large chalks and chunky pens
should be used by pupilsto rehearse skills on paper, chalk boards, pavement etc. Children
should be introduced to the pre- cursive script at the earliest stages of writing to enable
an easier transition into Year 1. By the end ofReception, pupils should start to transfer
towards a cursive script depending on their skill and ability.Displays in both Nursery and
Reception should include models of the school’s cursive script. Left- handed pupils should
receive specific teaching to meet their needs.




Year 1
Pupils should be taught to:

e sit correctly at a table, holding a pencil comfortably and correctly

e form lower-case letters in the correct direction, starting and finishing in the right
place

e form capital letters

o form digits 0-9

e understand which letters belong to which handwriting ‘families’ (i.e. letters that
are formedin similar ways) and to practise these.

e form ‘kicks” and ‘flicks’

e use a comfortable and efficient pencil grip

e leave appropriate-sized spaces between words

Guidance for Teachers in Year 1
Handwriting in Y1 requires frequent and discrete, direct teaching. Pupils should be able
to form letters correctly and confidently. The size of the writing implement (pencil, pen)
should not be toolarge for a young pupil’s hand. Whatever is being used should allow
the pupil to hold it easily and correctly so that bad habits are avoided.

Left-handed pupils should receive specific teaching to meet their needs.

Posture: Children’s backs should be straight and their feet resting on the floor. A right-
handed child should have their book slanted to the left. For a left-handed child, the book
should be slanted to theright. Always make sure that the hand that is not holding the
pencil or pen holds the paper.

Year 2
Pupils should be taught to:

o form lower-case letters of the correct size relative to one another

e start using some of the diagonal and horizontal strokes needed to join letters in
the school’scursive style and understand which letters, when adjacent to one
another, are best left un- joined

e write capital letters and digits of the correct size, orientation and
relationship to oneanother and to lower case letters

e use correct spacing between words that reflects the size of the letters

e form and use the basic cursive handwriting joins

Guidance for Teachers in Year 2
Pupils should revise and practise correct letter formation frequently. They should be
taught to writewith a joined style as soon as they can form letters securely with the
correct orientation. Joins are taught in sets (as outlined below) - all letters need a lead-in
and a lead-out.




Years 3 and 4
Pupils should be taught to:

e write legibly (Year 3) and fluently (Year 4) using joined handwriting in the
school's cursivestyle

¢ use the diagonal and horizontal strokes that are needed to join letters and
understand whichletters, when adjacent to one another, are best left unjoined

e increase the legibility, consistency and quality of their handwriting [for example, by
ensuringthat the down-strokes of letters are parallel and equidistant; that lines of
writing are spaced sufficiently so that the ascenders and descenders of letters do

not touch]
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Guidance for Teachers in Years 3 and 4
Pupils should be using joined handwriting throughout their independent writing.
Handwriting shouldcontinue to be taught, with the aim of increasing the fluency with

which pupils are able to write down what they want to say. This, in turn, will support their
composition and spelling.




Year 5 & 6

Pupils should be taught to:
e write legibly, fluently and with increasing speed by:
¢ choosing which shape of a letter to use when given choices and deciding
whether or not tojoin specific letters
e choosing the writing implement that is best suited for a task
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Guidance for Teachers in Years 5 and 6

Pupils should continue to practise handwriting and be encouraged to increase the speed
of it, so thatproblems with forming letters do not get in the way of their writing down what
they want to say.

They should be clear about what standard of handwriting is appropriate for a particular
task, for example, quick notes or a final handwritten version. They should also be taught
to use an un-joinedstyle, for example for: labelling a diagram or data, writing an email
address, or for algebra; and capital letters, for example for filling in a form




Appendix 4

Hand gym/miming activities to relax fingers and hands before writing
e Washing
e Wringing, rubbing, shaking and folding clothes
e Brushing hair
e Stroking a cat
e Playing a musical instrument
e Playing with snow, bubbles, feathers, balloons
e Picking up sweets to put in a dish or your mouth

Once basic principles have been established:

e Sit in the writing position but with arms dangling limply. While in this position let
the handsflutter loosely

e Let the forearms lay limply on the table in the correct writing position. Raise and
lower theelbows several times

¢ Place elbows on the table with the forearms held upright. Let the hands
flap looselybackwards and forwards

e Clench and unclench the fists

e Drum lightly with fingers on the table

e Circle the hands, inwards, then outwards

¢ Hold the pen in the tripod grip lightly. With the forefinger tap the pencil lightly

Progression in pencil gr

1—1 1/2 years 3 1/2—4 years 41/2—7 years
Cylindrical Grasp Digital Grasp Madified Tripod Grasp Tripod Grasp










