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Handwriting and Presentation Policy 
 

Our Vision 

Our school vision is to provide a balanced and creative curriculum where we encourage active sociable 

learners who are happy and respectful of others. 

 

Our School Aims are:  

 

- To provide a secure, happy and stimulating environment, 

- To develop and nurture children to grow into confident individual learners, 

- To encourage high levels of personal and academic achievement. 

- To promote a sense of spirituality and community within a Christian ethos. 

 
 

By working together with the community our aim is to ‘prepare children for life’. 

 

 

Inclusion – a working definition for Suffolk Children’s Services …. 

 
At Corton School we believe in taking the necessary steps to ensure that every young person is given an 
equality of opportunity to develop socially, to learn and to enjoy community life. 
 
We recognise and value the uniqueness of every young person. They should be encouraged and enable to 
discover their own strengths and motivated to develop themselves as fully as possible. 
 
All young people have the right to be accepted, to achieve and be valued for the contribution they make.   
 
We recognise the importance of partnership work with parents, carers and young people themselves. We 
value the role of parents and carers and are aware of the vital part they play in taking responsibility for their 
children as learners and citizens. 
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Handwriting and Presentation Policy 

Rationale  

The ability to write fluently and legibly gives children a means to communicate their thoughts and ideas 

efficiently. When a child is fluent with letter formation it frees up their ability to develop ideas and 

comprehend the purpose of their writing. Children’s self-esteem and confidence is increased when they 

are able to produce well-presented work which they can be proud of. 

 

Aims  

As a school our aims in teaching handwriting are that the pupils will:  

· Understand the importance of clear presentation in order to communicate meaning.  

· Take pride in the presentation of their work, developing handwriting with a sense of enjoyment and 

achievement. 

· Be confident with letter formation to enhance expression, creativity and imagination within their writing 

across the curriculum and for a range of purposes. 

· Develop a fluent, comfortable and legible handwriting style. 

· Know when a joined or printed style is most appropriate.  

 

Teaching and Learning  

General  

Displays throughout the school include writing in different forms; such as, block letters, cursive writing and 

computer-generated writing. These are the recommended computer-generated fonts to support learning: 

 

Children are given the chance to experience of a variety of writing tools; they are encouraged to choose 

the writing implement they feel is most appropriate for the task in EYFS. 

All members of staff model a variety of handwriting as appropriate, and are seen to put a high value on 

teaching and sustaining good handwriting. 

Pens will be introduced at the end of Key Stage 1 to prepare the year 2 children for the transition into Key 

Stage 2. 

All staff, especially those working with Key Stage 2, will demonstrate cursive handwriting to model this 

style of writing. Children will not be explicitly taught to use cursive formation, but where appropriate, 

children are welcome to use this style to benefit their writing across the curriculum. 
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Early Years Foundation Stage 

Children take part in activities to develop their fine and gross motor-skills and recognition of patterns, for 

example, to form letters using their index finger in sand or using paint. Children should begin to learn how 

to correctly hold a pencil; how to use a pencil; how to hold it effectively to form recognisable letters, most 

of which are correctly formed. 

The children will be taught to: 

• Pay close attention will be given to pencil grip; correct posture and sitting position; the positioning 

of the paper and the organisation of the writing space. 

• Encourage the correct letter formation, the children will be taught letter formation in the families 

as below. Staff model writing letters with the correct starting point and the correct letter direction.  

• Take part in a range of multi-sensory activities which will develop their fine and gross motor-skills. 

For example, exploring letter shapes using their index finger in sand; sky writing with both hands; 

making patterns on each other’s backs and using large equipment to make marks e.g. big chalks, 

crayons, large paint brushes and finger paints help pupils feel the movement in the hand.  

Staff plan fine motor activities which help to develop hand and finger strength which leads on to 

developing a good pencil grip. Children will be taught to hold the pencil between the thumb and forefinger 

with the pencil resting on the third finger – the dynamic tripod grip. 

EYFS use Letters and Sounds as a basis for beginning letter formations. This breaks letter formation down 

into for simple groups, helping to recognise similar formations and features. 

Curly Caterpillars 

 

One-Armed Robots 

 

Ladder Letters 

 

Zigzag Monsters 
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Key Stage 1 

Children will continue to develop fine and gross motor-skills with a range of multi-sensory activities. Staff 

throughout the school will continue to model the desired handwriting and support children with correct 

formations and when using a comfortable and efficient pencil grip. During phonics sessions, all Key Stage 1 

children should receive daily handwriting practice, in which different letters are explicitly taught and 

practised. Children will now be encouraged to use ‘finger-spaces’ within their writing and by the end of 

Key Stage 1 children will be able to write legibly, using upper and lower-case letters appropriately and use 

the correct spacing between words. 

Children will be taught to: 

• Write legibly using upper- and lower-case letters, (See appendix 1). 

• Ensure that letters sit on the base line and are consistent in size with ascenders and descenders 

that are the correct length and formation. 

• Use ‘finger-spaces’ – leaving the correct space between words. 

• Form capital letters and use where appropriate. 

• Form numerals that are consistent in size and sit on the base line. 

• Have the correct posture and position at a table, (See appendix 2) 

• Improve their writing stamina and increase the creativity in independent writing. 

• Use different writing utensils to prepare them for transition into Key Stage 2. 
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Key Stage 2 

Staff throughout the school will continue to model the desired handwriting and support children with 

correct formations and when using a comfortable and efficient pencil grip. In Key Stage 2, staff should 

model handwriting by using cursive and non-cursive approaches were appropriate; children can then be 

encouraged to use cursive handwriting if it supports their writing and is neat and legible. Lower Key Stage 

2 children will still have the opportunity to join phonics sessions, in which they will receive daily 

handwriting practise. Upper Key Stage 2 should continue to practise their handwriting throughout their 

work and consistently see it modelled by staff. 

By the end of Key Stage 2, all children should be confident and fluent with their handwriting style and be 

able to adapt their handwriting for different purposes, such as: neat and legible hand for presented work, 

and a faster script for note making. 

Children will be taught to: 

• Use one line to cross through a mistake using a ruler. 

• Underline the previous lessons work and continue the new lesson on the same page, where 

appropriate. 

• Write the date and learning objective or enquiry question at the top of the page (or where 

underlined from previous work). 

• Focus on Quality: Ensuring letters are consistently sized with equal word spacing and ascenders and 

descenders are parallel and do not touch words on the lines above and below. 

• Focus on Speed: To improve the speed of handwriting in a manner that is neat and legible. 

• Focus on Stamina: Have the strength and mobility to be able to write for longer periods of time 

without fatigue. 

• Have full knowledge and ability of different forms of handwriting for different purposes: 

• Neat and, where appropriate, cursive letters for writing passages and large amounts of text, 

lists and letters. 

• Printed or capital letters for posters, notices, headings, labelling and form filling. 

• Speedy handwriting for note-taking and dictation where neatness is not as important. 

See appendix 3 for Key Stage 2 presentation and expectations. 

 

 

Assessment and recording   

Writing assessments are carried out half termly and handwriting is assessed during this time.  
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Left-handed pupils   

Teachers should be aware of the specific needs of left-handed pupils and make appropriate provision:   

• Paper should be positioned to support the needs of the writer.   

• Pencils should be held in a comfortable and supportive grip, but also whilst being aware not to 

block the line of vision.   

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

space – avoiding elbows knocking.   

• Extra practise with left-to-right exercises may well be necessary before pupils write left-to-right 

automatically.  

 

Monitoring and review   

The English subject leader will have responsibility for monitoring the subject. The subject leader will also 

be responsible for managing resources and supporting staff with the teaching of handwriting.  

The policy will be reviewed every two years. 
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Appendix 1 

 

Correct posture and pencil grip for handwriting  

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

 

SITTING POSITION 

                                                               

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. 

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. 
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Appendix 2 
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Appendix 3 

Book Presentation and Expectations 

English and Wider curriculum: 

Children are expected to write their full date at the top of their page, or underline their previous day’s 

work and write it at the top of the next section, neatly and underlined. Children are asked to miss a line 

and then write their learning objective or enquiry question, again neatly and underlined. 

All writing throughout English and the wider curriculum should be completed in blue pen. Self-editing 

should take place in purple pen and if the teacher approves, children may use different writing utensils. 
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Book Presentation and Expectations 

Maths: 

Children are expected to write the short date at the top of their page, or underline their previous day’s 

work and write it at the top of the next section, neatly and underlined. Children are asked to miss a line 

and then write their learning objective, again neatly and underlined. 

All writing throughout Maths should be completed in pencil. Self-editing should take place in purple pen 

and if the teacher approves, children may use different writing utensils. 

  


