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Handwriting and presentation policy 

Introduction 

At Someries Infant and Nursery School we believe that neat, well-formed handwriting and presentation of written 

work will help to raise writing standards as pupils will take pride in and have a sense of ownership of their work. 

There are four main purposes to this policy: 

 to establish an entitlement for all pupils 

 to establish expectation for teachers 

 to promote continuity and coherence across the school 

Aims 

This policy aims to: 

 raise standards in writing across the school 

 develop a consistent approach across the school when teaching handwriting and about the presentation of 

work 

 to adopt a common approach towards handwriting by all teaching and learning staff when writing in pupils’ 

books, on whiteboards or on displays 

 enable all pupils to achieve a neat, legible style of handwriting with correctly formed letters 

 enable pupils to develop flow and speed, so that they can eventually produce letters automatically and in their 

independent writing 

Entitlement and curriculum provision 

Handwriting is taught regularly across the school through short, focused lessons that may be linked with spelling or 

phonics objectives. The teaching of handwriting generally occurs outside of English lessons, although shared and 

guided writing sessions also provide additional opportunities for the modelling and monitoring of handwriting. 

Teaching and learning 

Handwriting is a skill which needs to be taught explicitly. Since handwriting is essentially a movement skill, correct 

modelling of the agreed style by the class teacher is very important; it is not sufficient to require pupils to copy models 

from a published scheme or worksheet. Consistency in the attitudes displayed, the methods employed and the models 

provided is the key to effective learning. A mixture of whole class, small group and individual teaching is planned. 

The role of the teacher 

 To follow the school’s handwriting and presentation policy to support each child develop a legible and fluent 

handwriting style 

 To provide direct teaching and accurate modelling 

 To provide resources and an environment which promotes good handwriting 

 To observe pupils, monitor progress and determine targets for development 
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Continuity, consistency and progress 

Pencil grip 

 

Figure 1: Progression in pencil grips developed by pupils over time 

Early years foundation stage 

The emphasis throughout nursery and reception is on movement rather than neatness. Letter formation (beginning 

at the correct entry point and then moving in the correct direction) learned at this early stage becomes automatic and 

has a profound influence on later fluency and legibility. 

To aid movement, close attention is given to pencil grip, correct posture, the positioning of the paper and the 

organisation of the writing space. Class teachers are vigilant to ensure bad habits do not become ingrained and that 

specific needs of left-handed pupils (for example, additional tracking and tracing of letters at the pre-writing stage) 

and those with special educational needs or disabilities are met. 

Prior to children developing the skills they need to write independently, teachers often scribe children’s ideas for 

them. Scribing for children is an opportunity to model constructive posture for writing, pencil grip and letter formation; 

all of which help develop children’s awareness of all these aspects of the writing process. 

In the pre-communicative stage, pupils play with writing and these experiments are recognised and praised as an 

important stage in the pupil’s understanding that marks on paper convey meaning. Pupils are given the opportunity 

to experiment with a range of writing materials and implements; a multi-sensory approach is used to help pupils feel 

the movement in the hand. 

Key stage one 

Building on the early years foundation stage, pupils in key stage one develop a legible style and begin to use fully 

cursive handwriting in year one by starting to join their handwriting. This is dependent on ability and not the age of 

the pupils. 

This is achieved in year one by developing a comfortable and efficient pencil grip and by practising handwriting in 

conjunction with spelling and independent writing. Correct letter orientation, formation and proportion are taught in 

line with the school’s agreed handwriting style. This continues in year two. 
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Presentation guidance 

Handwriting will be taught for a minimum number of times per week: 

 In key stage one, two whole-class lesson will be taught per week; handwriting will be modelled and taught 

indirectly through daily English lessons 

 In nursery and reception, opportunities for developing gross and fine motor skills are provided on a daily basis. 

Early on in our Discover Learning Phase reception pupils begin to practise correct letter formation and 

handwriting in conjunction with graphemes taught in phonics to ensure good habits are embedded from early 

on. 

 

1. When formally teaching handwriting, the class teacher will refer to the school’s agreed handwriting scheme of 

work (Appendix 1) 

2. Handwriting is taught by means of a whole-class interactive approach to learning, employing a lively pace and an 

episodic style of teaching, with a high emphasis on purposeful talk, class participation and effective pupil and 

teacher demonstration and modelling 

3. Handwriting is taught systematically, yet within a caring and supportive climate where pupils feel sufficiently 

secure to take risks 

4. Within the different episodes of the whole-class interactive lesson, teaching and learning staff will skilfully use 

differentiated questioning to: 

a. engage pupils in effective pupil demonstration and modelling 

b. scaffold pupils through extended dialogue to enhance self-esteem and to extend pupils’ learning through 

giving extended responses 

c. identify assessment for learning information, to gauge understanding and refocus teaching, if necessary 

d. offer pupils focused feedback 

5. There is a consistency of approach throughout the school; this is our most important strategy 

6. Class teachers follow the school’s handwriting lesson structure (Appendix 2) when teaching handwriting; links 

should also be made with pupils’ developing knowledge and understanding of phonics 

7. Class teachers use the school’s handwriting scheme of work to decide on the learning outcome for each lesson; 

teaching and learning staff must be sure of the learning outcome of the lesson and all pupils need positive feedback 

to reinforce their knowledge and self-confidence and activities may need to be modified to ensure that all pupils 

can participate 

8. During the class teacher’s demonstration, movements involved should be described; this is important in helping 

pupils remember starting points and movement directions 

9. Before pupils practise, they should be reminded that they need to sit comfortable and hold their pencil correctly 

10. Teaching and learning staff closely supervise pupils practising letter formation to prevent bad habits from forming, 

for example starting letters at the wrong point; pencil grip will be checked and pupils quietly reminded 

11. Teaching and learning staff should be actively involved as pupils practise 

12. In the early stages, the process is more important that the product; irregularly formed letters starting at the correct 

point with the correct movement direction are preferable to letters incorrectly formed 

13. Early handwriting practise in the reception year involves gross motor movements in the form of ‘air writing’ to 

embed the motor pattern connected to each grapheme before progressing to recording these on whiteboards or 

paper.  

14. When using whiteboards on the carpet to practise early handwriting skills, teachers encourage children to sit with 

their board on their lap and to sit up tall, rather than learning forward to a board placed on the floor; in preparation 

for constructive handwriting posture at tables. 

15. Within key stage one, pupils should write using handwriting guideline sheets during handwriting lessons (Appendix 

3) 
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16. During the Discover Learning Phase within year one, the majority of pupils will be introduced to handwriting 

guideline sheets for copy practise; some pupils will use whiteboards and progress onto handwriting guideline 

sheets when ready  

17. Towards the end of Discover Learning Phase in year one, the majority of pupils should be using handwriting 

guideline sheets; some pupils will continue to use whiteboards 

18. In the Early Years Foundation stage from the Create Learning Phase, some reception pupils are introduced to 

handwriting guidelines if deemed appropriate based on children’s secure skills in; pencil control, letter formation 

and consistent size 

19. All pupils in year two should begin the year using handwriting guideline sheets from the beginning of the academic 

year 

20. Progress is monitored through pupils’ application of handwriting skills in their writing books which contain 

handwriting guidelines; however, pupils will need support to transfer their handwriting skills to their writing 

activities – pupils should be given reminders before they start working and should receive quiet praise for their 

effort without losing the main purpose of their written work  

21. Pupils should begin to join script when they can form letters correctly and can communicate simple ideas in 

writing; while pupils are trying to write their own ideas by listening to the range of different sounds in a work, they 

will need to take their pencil off the page to think about the next letter or letters to write 

22. Special attention should be given to left-handed pupils, those with poor hand-eye coordination and those who 

need to strengthen their grip, core and coordination through gross motor exercises  

23. Parents and carers should be given as much information as possible to enable them to support their children 

 

This is an example of the handwriting guidelines used in school: 

  
 

 

  



 

Someries Infant School | Handwriting and presentation policy 
Document Author: Alice Tame 

 

8 

Early years foundation stage teaching strategies 

Pre-writing activities 

Practical activities prior to formal handwriting practise should focus on developing both gross- and fine-motor skills.  

In the Early Years Foundation Stage teachers use a range of approaches to develop the following gross-motor skills; 

hand-eye coordination, bilateral integration and proximal muscle strength and stability. Pupils must have sufficient 

opportunity to develop these skills before they can master control over fine-motor movements. To develop overall 

fine-motor skills, opportunities to explore the following movement groups should be provided; whole hand squeezing, 

finger pinching, wrist twisting and coordination skills.  

    
Whole hand squeezing Finger pinching Wrist twisting Hand-eye coordination 

 

Activities to develop gross-motor skills: 

 Large scale painting and chalking outside 

 Air writing patterns and dancing with ribbons 

 Climbing 

 Pushing or pulling heavy objects 

 Crossing the midline and ‘lazy 8’ movements 

 Penpals gym gross motor exercises  

Activities to develop fine-motor skills: 

 Den building using small and large pegs 

 Picking up objects using tweezers 

 Painting using cotton buds 

 Manipulating nuts and bolts 

 Screwing and unscrewing bottle tops 

 Threading and sewing 

 Scissor skills 

 Penpals gym fine motor exercises 

Activities to help children to learn about letters 

 Drawing patterns in preparation for letters formation (appendix 4) 

 Which letters are long ladders? 

 Which letters are one armed robots? 

 Which letters are curly caterpillars? 

 Which letters are zigzag monsters? 

 Which letters have a dot? 
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 Learning to match lower and upper case letters 

 Matching lower case letters to a given sound or name 

 Wooden, plastic or magnetic letters: practise the correct orientation 

 Letters in ‘feely bag’: Can you find…? 

 

 

 

 

 

 

 

 

 

 

 

 

 

Learning to write letters of the alphabet 

 Matching and naming letters of the child’s name. 

 Draw attention to the relative heights of letters 

 Tracing letters of the child’s name using ‘Sassoon Penpals Tracker’ font 

 Writing letters on each other’s back. Can you guess the letter? 

 Writing letters in sand 

 Form letters in plasticine 

 Writing letters with eyes shut (shows internalisation of shapes) 

 Copy letters underneath  
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Presentation guidance 

It is essential that all pupils have pride in their work and that it is set out well. From year two, all pupils are 

encouraged to use a neat, cursive style in all written work. 

Whole-school guidelines are as follows: 

Pupils’ books: 

 covers should indicate the pupils’ full name, type of book and number of book on the front cover 

 these details should be written in the correct style (Sassoon Primary Infant) and not by children 

 all pupils’ books should have a protective plastic cover and pupils should not write on the covers of their books 

 it is not necessary for pupils to write learning objectives in their books 

 pupils should begin each new piece of work on a new page in their book 

Handwriting 

 all teaching and learning staff should teach from using the school’s agreed handwriting scheme of work 

(PenPals) (Appendix 1) 

 all pupils should write in pencil in their books until class teachers are satisfied that they can consistently write 

in a fluent style 

 in lessons where pupils write on small whiteboards, pupils should still be encouraged to use their best 

handwriting and fully-lined whiteboards should be used whenever possible 

 pupils will be presented with a handwriting pen when their handwriting is in a fluent style for use in their own 

work in school, except for mathematics where all work must be completed in pencil; no other pens should be 

used 

General presentation 

 pupils should use pencil crayons when illustrating work in books or for colouring; felt pens should never be 

used 

 all teaching and learning staff should encourage a good standard of presentation overall 

 errors should be crossed out with a single pencil line 

 the use of rubbers should be discouraged other than in art and design and geometry lessons 

 writing frames provided for pupils should contain lines at an appropriate width relating to the pupil’s ability 

Modelling 

 teaching and learning staff should always model the appropriate handwriting style whenever they are writing 

for the class or a group of pupils 

 special attention must be paid to left handed pupils, teaching and learning staff must ensure letter formation 

is modelled using both hands, whether air writing or on paper 

 from year two, teaching and learning staff should model the appropriate cursive handwriting style whenever 

they are writing for the class or a group of pupils, unless it mitigates against the pupils’ ability to read the 

text 

 learning materials prepared for pupils should be written using the ‘Sassoon Primary Infant’ font as this best 

matches the school’s agreed letter formations (this is loaded on all school computers) 
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Inclusion 

The majority of pupils are able to write legibly and fluently. However, some pupils need more support and a specific 

individual or group programme is drawn up in consultation with the school’s inclusion manager. Thicker triangular 

pencils, pencil grips and wider lines will be used by pupils experiencing difficulty writing alongside other activities to 

develop their gross and fine motor skills. 

All teaching and learning staff are aware of the specific needs of left-handed pupils and make appropriate provision 

as follows: 

 pencils should not be held too close to the point as this can interrupt a pupil’s line of vision 

 paper is positioned to the left for right-handed pupils and to the right for left-handed pupils and slanted to 

suit the individual in either case  

 pupils should be positioned so that they can place their paper to the appropriate side 

 left-handed pupils should not sit to the left of a right-handed pupil, so that they are not competing for space 

 extra practice with left-to-right exercises may well be necessary before pupils write left-to-right automatically 

Class teachers are alert to the fact that it is very difficult for left-handed pupils to follow handwriting movements when 

they are modelled by right-handed teaching and learning staff. Class teachers should demonstrate to left-handed 

pupils on an individual or group basis, even if the resulting writing is not neat. 

Implementation of policy 

The school’s English Curriculum Development Leader is responsible for leading the development and strategic 

direction of the school’s handwriting and presentation policy and guidelines. 

The implementation of this policy and guidelines is the responsibility of all staff. 
 

Reviews 

Date of publication: December 2014 

Reviewed:  May 2015 

Reviewed:   April 2016 

Reviewed:   April 2018 

Reviewed:  September 2019 

Review date:  September 2021 
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APPENDIX 1 
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APPENDIX 2 

Key stage one handwriting lesson structure  

 Lessons should last for approximately twenty minutes; when pupils are learning new letter formation or 

learning to join they will need daily practise, but this may be reduced as they become more competent 

 Provide a clear structure for each lesson: 

Introduction 

 Remind pupils of previous learning about posture, grip, letter formation 

Teacher demonstration 

 Class teacher demonstrates and explains the movements and starting points 

 Ensure pupils participate in the movements, writing in the air or on whiteboards 

 Develop language to describe letters and link to spelling where appropriate 

 Selected pupils should demonstrate to the class by modelling correct letter formations using the visualiser; in 

such cases, the paper they use should be secured under the visualiser with masking tape to prevent it from 

slipping 

 Pupils practise, closely observed by teaching and learning staff 

 Pupils should all sit in the same direction so that, as they form the letters in the air, they do not become 

confused about orientation 

Practise and application 

 Pupils write the selected letter or letters 

 Pupils are encouraged to evaluate their work, by putting a circle around the best formed letter or letters 

 Pupils write the letter or letters repeatedly for a set number of seconds 

 Pupils write words containing the practised letter or letters 

 Pupils evaluate and tick the best formed words 

 Pupils sit with their feet on the floor 

 Pupils sit with their chair close to the table 

 Pupils sit with their pencil held correctly 

 Pupils sit with their hand that is not writing holding the paper steadily 

 Pupils sit with paper at 45 degrees to the right or to the left for left-handed pupils 

 Pupils sit without slumping over their work 

Mini-plenaries 

 Briefly discuss any difficulties and remind pupils of what they have learned 

If pupils have difficulties, these should be dealt with one problem at a time. 
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APPENDIX 3 
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Appendix 4 
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SCHOOL’S AGREED LETTER FORMATION 
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LETTER FORMATION TAUGHT SEQUENCE 

 

 

Long ladder letters: 

 

One armed robot letters: 

Curly caterpillar letters: 

Zigzag monster letters: 

 


