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BRINKWORTH EARL DANBY’S CE PRIMARY SCHOOL 
Serving the communities of Brinkworth and Dauntsey 

 

Headteacher:  Mrs L Hilliard 
 

Believe to Achieve! “Roots will grow down into God’s love and keep us strong” EPH 3:17 

 
 
 

HANDWRITING AND PRESENTATION POLICY 
 
 
 
Rationale: 
To have a consistently high standard of presentation and handwriting promoted across the whole school which all 
children and staff recognise, understand and follow. For children and teachers this aims to foster a sense of pride 
and respect in their work. Self-esteem is raised when children are able to communicate meaning accurately. 
 
Presentation across the school: 
• All books are named with the school labels, logo and child’s name (see Admin Staff). 
• Every piece of work is dated (All work in books should begin with the date, written in the following way: Tuesday 
10th September. In Maths the short date is to be written in the following format: 10.9.17.) FS will only use the short 
date on their work. 
• All work has a WALT. (FS/Y1 can be typed and stuck into books or written by hand). 
• Modelled examples are used to introduce new skills and reinforce expectations. 
• Children use guidelines if they are writing on plain paper. 
• All drawings and diagrams are in pencil. 
• Pencil crayons, not felt pens, are used in books. 
• Coloured pens are used for specific reasons by children. Black is used for children to write with, green for children 
to edit with and blue is for marking by an adult. 
• One single line is used to cross out mistakes or edit writing. 
• Books are well kept with no writing or doodling on the outside or inside. 
• Children should write from the margin to the edge of the paper. 
• Children are taught where to start a new piece of work. 
• Poor presentation is challenged through verbal feedback and marking. 
• All adults to model the school’s cursive handwriting style when writing in children’s books, on the whiteboard or 
on displays /resources. However, words in print do not necessarily have to be in a cursive font, because we believe 
that children need to be exposed to a range of print. 
• Tippex and correction pens are not to be used by children. 
 
Celebration and Motivation: 
All staff ensure that presentation and handwriting is promoted by: 
• Celebrating work of a high standard, including homework, in whole class situations. 
• Displaying written work  
• Using joined, legible and consistently formed handwriting on boards, in books, on flip charts and displays. 
• Providing modelled examples and reviewing expectations with children. 
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Handwriting across the school:  
• Children use a continuous cursive handwriting style. 
• Capital letters will be taught throughout. 
• Children are encouraged to maintain a correct posture with feet flat on the 
floor and body upright. 
• They are encouraged to have correct pencil grip which should be firm but 
relaxed. 
• All handwriting sessions should be short and regular. 
• Opportunities for linking phonics and spelling are used. 
• Handwriting books are used from Y1 onwards. 
• Additional handwriting interventions are given to those children whose 
letter formation, joining or speed require improvement. 
 
Pen Licences 
• Children write in pencil until the start of Y3 when they can earn their pen 
licence to write in black pen. A pen will then be used in all written work 
(except Maths).  
• To earn a Pen licence children need to be writing on the line with joined, legible and fluent handwriting their 
letters consistent in size. (See Interim Standards for end KS1 for further clarification). 
• Pen licences will be awarded with a special certificate (See Appendix 1) and presented in Celebration Assembly 
• A Pen licence can be revoked if 3 penalty points are accrued for poor handwriting and presentation. It will then 
need to be earnt back. 
 
Handwriting Guidance for Foundation Stage and Key Stage One 
• In Foundation Stage and Key Stage One all children will have access to triangular pencils. 
• Some children will be given a pencil grip to aid their handwriting. 
• For agreed letter formation please see diagram above; there are also exemplars on the school website, the j drive 
and displayed in all classrooms. 
 
Foundation Stage 
• Children are taught correct letter and number formation and orientation in a cursive style, moving from single 
letters to words and sentences. 
• Children are free to select a writing implement of their choice in child initiated learning. 
• Correct sitting and pencil grip is taught. 
• They are encouraged to write in a straight line from left to right. 
• Use of rulers for labelling is modelled by teachers and rulers are available for child initiated learning. 
• Some children are taught how to write ‘on the line’ and begin to join letters. 
• Children will begin to experience cursive handwriting through phonics, when they are taught how to form letters. 
They will also be taught how to join when using diagraphs and tri-graphs in their writing. 
• Children will be taught the movement of each of the four letter groups. They will visit each series of letters on a 
rotation basis.  

ü Curly group (anti-clockwise round)– c, a, d, f, g, q, e, s 

ü Long group (down and off in another direction) – l, i, t, j, u, y 

ü One-armed group (down and retrace upwards) – b, h, k, m, n, p, r 

ü Zig Zag group – v, w, x, z 
 
It is expected that at the end of FS, the majority of children will be able to: 

o write their own name with a capital letter and key words in simple sentences 
o hold their pencil correctly 
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Key Stage One 
• Children are expected to start to join their letters in Year One. 
• They are all taught to write ‘on the line’ 
• Children are taught how to underline and label neatly with a ruler 
• They will revisit all letters, in their appropriate groups, to reinforce and practise formation. 
• When this is secure, children will begin to work on baselines joins: 
in, un, um, am, ine, ime, an, ar, aw, ir, hu, ti, ki, du, ey, ay, ip, up, it, nt, ent, ant, ill, all, ib, if, ub, th, ck, ch 
• As appropriate the children will be introduced to horizontal joins (top joins), first to letters 
without ascenders and then those with: 
op, ou, ow, ov, ri, ru, ve, we, re, fe, fu, fi, ob, ol, wh, rk, rt, ot, of, fl, ft 
• Handwriting will be taught at least twice a week in Y1 and Y2 using handwriting books and will be one of the 
activities during EMAs. 
• Handwriting practice is to be included in homework in Y1 and Y2, in conjunction with spelling. 
 
It is expected at the end of Year 1, the majority of children will be able to: 

o have the correct pencil grip 
o form all lower case and capital letters in the correct direction 
o form the digits 0 – 9 correctly 

 
It is expected at the end of Year 2, the majority of children will be able to: 

o form all lower case and capital letters the correct size and orientation 
o write with equal spacing between letters and words 
o write in a joined cursive script 

 
Handwriting Guidance for Key Stage Two 
• To use joined handwriting for all writing, except where other forms are required. 
• To know when to use: 

ü A clear neat hand for finished, presentation work 

ü Informal writing for everyday informal work 

ü A range of presentation skills and methods 
• Children will have handwriting sessions at least once a week using handwriting books in Key Stage Two and will be 
one of the activities during EMAs. 
• Pencils will be used in Maths and for the drawing and completion of diagrams and tables. 
 
It is expected at the end of Key Stage 2, the majority of children will be able to  

o produce a fluent, consistently formed style of fully cursive handwriting with equal spacing between the 
letters and words 

o write with increasing speed 
 

Inclusion: 
These expectations apply to the vast majority of children in our school. Occasionally a decision will be made to 
personalise expectations for a child who has such specific needs that these expectations could be a barrier to their 
progress (e.g. a child with physical difficulties writing). Difficulties are addressed through appropriate interventions 
or specific equipment. 
 
Left handed children have different needs from right-handers and are given extra support to: 
• learn the ‘tripod’ grasp and to hold the pen/pencil slightly higher up to help them to see what they are writing. 
• sit where elbows do not bump right-handers. 
• hold their writing tool away from the point so that their thumb does not get in the way. 
• ‘pull’ the pen/pencil rather than ‘push’ it across the page. 
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Monitoring: 
Presentation is monitored by the Senior Leadership Team and Subject Leads on a regular basis through work 
scrutiny, lesson observations and pupil interviews. 
Feedback will be shared with the class teacher and at Leadership meetings. This will ensure that the policy leads to 
good practice. 
 
Review: End of 2021 academic year 
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Appendix 1 Pen Licence Certificate 
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