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Chapel End Primary School
Policy for the Presentation of Pupils’ Work

(2014-2017)
This policy sets out the aims, strategies and guidelines for the presentation of pupils’ work at Chapel End. It supports our policies for teaching and learning and each curriculum area. 

It was revised and up dated during the Autumn term of 2014 through the process of consultation with all staff. 

It was approved by the Governing body on 
The policy will be reviewed and up dated on a two yearly cycle. 

The implementation of this policy is the responsibility of all staff thereby ensuring that all our pupils are able to achieve their full potential. 

The aims of this policy are:

· To ensure a common method of presentation is taught and adhered to but also with a mind to progression appropriate to the age and ability of pupils.
· To encourage pupils to have a sense of ownership of their work and to develop a sense of pride regarding its appearance.

· To ensure the skills of presentation are taught and regularly reinforced in order that correct and neat presentation becomes a natural response when children are setting out their work.

· To ensure pupils see their work (efforts as well as achievements) as valued by all staff.
Handwriting
Handwriting throughout the school will follow the Nelson Handwriting Scheme but with a few minor alterations (Check letters)
Correct letter formation, grip, pressure, posture and angle of paper will be taught and practised regularly and also continually reinforced.
Consideration will be given to left-handed children when class seating plans are devised to ensure that, as far as possible, they do not have a right-handed pupil sitting immediately on their left.
Marking should include a comment about presentation. (either praise or a constructive comment with a tip on how to improve)
Writing Tools

Appropriate writing tools for the child’s ability and maturity will be provided by school.
Ink is introduced in the Spring Term of Year 4 during handwriting lessons. At the teachers’ discretion children will be given a ‘pen licence’ and will then transfer these skills into everyday work. Black ink will be used and a first Medium Gel pens will be provided by the school.

They will continue to use pencil in mathematics. 
Heading Up of Written Work

Underlining

This is a skill which will be initially taught in Year 3 and will be reinforced throughout Key Stage 2.

Children will underline once.

Written work 

· Full date to be written on top left, e.g. Monday 20th September starting at the margin for all subjects except maths and worksheets where short date will be used (work for walls will not be dated)

· WALT to be written on left for Mathematics and Literacy (Y2 onwards)

· Miss a line before writing the title/heading if appropriate (Y1 Spring Term onwards)

· Title to be underlined (KS2 onwards)

· Miss a line after title (Y1 Spring Term onwards)

· Margins – drawn one ruler width with pencil when not pre-printed (from year 2 onwards)

· Question Numbers – These are to be written in the margin followed by a full stop.
Starting New Work

· Foundation Stage and Key Stage 1 pupils will start a new page for each task

· Pupils in Years 3 – 6 will rule off in pencil across the page before starting a new piece of work. Ruling off will be taught initially in Year 3.

Exercise Books

There will be changes in type and number as children progress through the school but these should be common within year groups.

Word Books

All pupils will have a word book in which to attempt spellings and have then checked by an adult.

New Word Books will be issued in Year1, Year 2, Year 3 and Year 5. Books will be passed on from Year 3 to Year 4 and from Year 5 to Year 6. 

Labelling of Exercise Books

Books should be labelled using Sassoon Primary Infant print (EYFS/KS1) – Lucida Handwriting print (KS2) using white labels.
Key Stage 2 Books

Literacy
Yellow





Science
Red(A4)

Mathematics   Green/(Y6 Orange)



Homework 
Blue


Word Book
Orange




Test Book
Green




Handwriting     Red (Y2-Y4 and where applicable)

Jotter

Red

Wallet folders to be used to file worksheets and A4 paperwork for foundation subjects (and core subjects where appropriate).

Mathematics Work- non-negotiables

WALT written at the top underlined.
Short date underlined in ks2
Squared paper and exercise books are used for maths work. The size of squares is reduced in size as pupils progress through the school.
From Y3 onwards Calculations should be completed on the right hand side page. Any additional working out can be done on the left hand side page.

Worksheets should be dated and stuck into maths books neatly in the correct order of date.
Digit Position

On squared paper, children will be taught and continually reminded to position one digit inside a square.

Decimal Points

These will be placed on the vertical line between the units digit and the first decimal place.

Fractions

Year 2 – Year 6 to use separate squares for numerator and denominator. The whole number in a mixed number to use two squares.
Fraction diagrams must not be drawn free hand.
Brackets

These to be drawn on the line – not in separate squares.

Corrections

All corrections/ Next step challenges  must be marked by the teacher.
General Protocols
Crossing out of mistakes-Working in pencil should not be crossed out but erased and corrected. 

Tables and boxes should be drawn with a ruler and a pencil and guidance provided with regard to positioning on the page (eg “leave two boxes/lines between the edge of the box and the next piece of writing”.)
ge of the box and the next piece of writing”.)
Protocols for presentation & marking will be displayed on the tables for pupil reference.
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