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‘At the forefront of education, our vision is to provide opportunity and excellence in all branches of learning.  By 
creating a flagship school that is a ‘Centre of Excellence’ in scores of disciplines, academic and beyond, each unique 

child’s potential is explored and natural talents discovered.  At Langney Primary School our vision is to uphold the 
balance between EXCELLENCE (standards) and the ENJOYMENT of learning (Vision Statement April 2014). 
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Langney  Primary School 
 

Presentation Policy  

Aims 

 To establish high expectations and pride in everything we do – both of ourselves and 
the children. 

 To create a clear and consistent set of guidelines for the presentation of children’s 
learning.  

 
Objectives 

 To motivate each individual to present their work in the best possible way. 

 To enable children to recognise work that is presented to a high standard. 

 To ensure each child knows the standard of presentation that is expected of them. 

 To share this information with parents on a regular basis. 
 
For Teachers 

 To create consistency in standards of presentation across the whole school. 

 To provide a baseline for judging acceptable standards of presentation. 
 
Expectations for Teaching Staff 
REMEMBER – you are the most important role model for presentation and high 
expectations! 
 
Use the resources available to you e.g. grids and lines on the IWB to model good practice. 

 All handwriting which is on display for the children e.g. IWB, books, flipcharts and 
displays should be joined, legible, consistently formed and neat. 

 All children’s work must be marked using the agreed feedback and marking policy. 

 When sticking work/stickers into books ensure that they are straight and cut to size. 

 If a child is away please ensure that their book is marked with “absent” and the date. 
 
Expectations for Children 
Pens and pencils 

 Pencils should always be used in maths books and in all other subjects until the child 
has earnt a “Pen Licence.” 

 A “Pen Licence” should only be awarded to children who are consistently writing 
joined up and fluently in line with the Penpals Handwriting Programme (Year 2 
onwards) 

 Pens issued for neat handwriting should be black and “berol handwriting” fibre tips. 
(no ballpoint, gel pens, biros or felt tip pens). 

 Should a teacher see a significant change in a child’s handwriting, a pen licence can 
be withdrawn at anytime. 

 All headings should be underlined using a pencil and a ruler.  Headings should be 
underlined in pencil and NOT handwriting pen. 



 Peer and self-assessment should be carried out in purple pen. 

 Felt tip pens should not be used in exercise books; although they can be used at the 
teacher’s discretion on plain paper. 

 Children should not be allowed to bring pencil cases or any additional stationery into 
school. 

 
Handwriting 

 “Penpals” is the agreed scheme for teaching handwriting until they develop their 
own legible style in Upper Key Stage 2. 

 The recommended cursive script is taught in the Foundation Stage and developed 
through the school with the expectation that by the time the children leave KS1 they 
will be writing in the joined cursive script. 

 ‘Sassoon Joined’ is the font type to be used for all stickers and worksheets. 

 Handwriting is modelled by the teacher and taught every day in KS1 and weekly in 
KS2. It is an integral part of spelling and phonics session. 

 In KS2, handwriting inteventions should take place for pupils who are not yet using 
joined cursive script or are still struggling with letter formation. 

 “Dojo Points” should be awarded for best presentation.  Additional rewards may be 
used at the teacher’s discretion to encourage pride and presentation. 

 
Layout 

 The WALT sticker should include the short date to show chronology of work.  

 At the start of a new piece of work, miss a line under the last piece of work, rule off 
and start on a new line. Ruling off must be done in pencil and with a ruler. 

 To indicate a new paragraph, children should leave a line. 

 The margin should be used for numbers only and teacher comments when marking 
and giving feedback. 

 If a piece of work is not completed to the highest quality then children will be 
expected to start the work again on a new page. 

 If any books provided by the school are defaced or ripped purposely a letter will be 
sent home and a new exercise book will be needed to be purchased by the 
parent/carer. 

 
Layout specific to maths 

 In Maths each digit should be written neatly and clearly with one digit per square, 
this includes symbols and signs. 

 When writing calculations each one should be clearly numbered with a bracket to 
distinguish it from the working digits e.g. 1) 65+34= 

 There should be at least one line between calculations both horizontally and 
vertically. 

 When using vertical layout the answer should have ruled lines above and below the 
answer with the sign of the operation to the left in a separate column. 

 Calculations which involve “carrying” should see the relevant digit written smaller 
than usual beneath the bottom line. 

 Calculations involving decimals should see the point written in the centre on the line 
between the ones and the tenths. 



Mistakes  

 In KS1 white rubbers should be used, however children will need to be trained to rub 
out neatly. 

 In KS2 if a child makes a single mistake then one neat line should be drawn, with a 
ruler, through the word or sum.  Pupils should not rub out and over write. 

 If an entire sentence is wrong then square brackets should be placed at the 
beginning and the end of the sentence. The correct sentence should then be written 
on the next line. 

 In KS2 rubbers should only be used in Foundation subjects e.g. Art and DT. 
 
Classroom Organisation and resources 

 All tables should have containers with the appropriate equipment: long rulers, pens, 
pencils, colouring pencils etc.  This need to be accounted for at the end of each 
lesson. 

 Each room must have whiteboards available with lines and grids; as well as 
whiteboard pens and board rubbers. 

 Children and staff should check the floor before leaving the classroom for any stray 
equipment. 

 
Outcomes of Presentation Policy. 

 Children of all abilities are able to present their work to the highest possible 
standard increasing their confidence and self-esteem. 

 There is consistency across the whole school in terms of the standard of 
presentation expected. 

 Progression in presenting work between each class is evident and understood by all 
children and adults. 

 
Monitoring of Presentation Policy 
The SLT will look at examples of children’s work alongside work sampling on a termly basis 
to ensure that the policy is being implemented consistently. This ensures that the policy 
leads to good practice in facilitating effective feedback, learning and teaching. 
 
 
 
 
 
   
 

 

 

 

 


