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Presentation and Layout Policy
October 2023
Rationale

Teaching children to take pride in their work, and ensuring they have the range of skills required to present work to a high standard, are fundamental aspects of primary education.  High expectations of children’s presentation reflect similarly high expectations of effort and standards. This underpins the school’s Vision Statement encouraging children to always ‘do their best’. A consistent approach across the school will ensure that all children are given the same level of expectation, and will support rigorous monitoring and evaluation of standards.
Aims

· To create a clear and consistent set of guidelines for standards of presentation of children’s work across the school.
· To ensure that each child understands the standard of presentation that is acceptable and to establish high expectations, motivation and pride.

· To enable children to reflect on their work and recognise whether it is presented to a high standard.

Guidelines for Staff

· As a school, we have very high expectations regarding the standard of children’s work; only their best is good enough. These expectations must be enforced continually and consistently through the learning environment and through the messages given by teachers and other adults. 
· Any child who produces work that is not of the highest standard of which they are capable should be required to do it again in their own time. 

· You are the most importable role model for presentation and high expectations. Use the resources available to you to model good practice at all times, regularly making overt references to this in order to highlight its importance.
· All handwriting which is on display for the children must be neat with letters correctly and consistently formed.
· All children’s work must be marked using the agreed marking policy.
· When sticking work/labels/headings etc in books, ensure they are cut to size and stuck in tidily.
· The attached ‘Presentation Guide’ should be included in each tool kit (laminated) and on display around the classroom with regular reference made to it. 

Guidelines for Children

Use of pencils and pens
· Margins in books and on paper, if required, should be drawn in pencil.
· Pens should be used for written work as soon as the teacher judges the child’s handwriting to be sufficiently neat and fluent. This is regardless of year group, although there should be very few children still using pencil once they are in KS2.
· Pens must be fibre tip. No ballpoint, biros or felt pens should be used in school.
Expectations for Handwriting
· Handwriting is taught and modelled regularly in all classes until children have reached a standard at which this is no longer required. 

· Children should use the agreed style of handwriting that is taught through handwriting lessons, with correct and consistent letter formation and sizing. Older children may begin to develop their own style as long as this remains neat and legible.
· Children should always write on the line when using lined paper.
Expectations for Layout

· See attached example for layout of dates, titles and marking comments.
· The date and title must be underlined using a ruler and pencil.
· All new pieces of work start on a new page, but children should be careful not to leave blank pages.
· If children make a mistake, they should draw one neat line through the mistake using a pencil and start again.  
Layout in Mathematics
· If appropriate, pages can be divided into two with a ruled line and an additional margin if needed to the right of it.
· All figures must be written neatly and clearly, with an expectation of correct orientation. 

· Each calculation must be clearly numbered with the number in the margin to distinguish it from working figures, and a blank line in between each question.
Classroom Organisation and Resources

· Each table will have a ‘Tool Kit’ containing everything that the children need, including: pens, pencils, rulers, colouring pencils, appropriate number grids, key word cards etc. 

· Tool kits will be kept tidy at all times with pencils sharpened so that learning time is not wasted looking for resources. Monitors may be used to maintain tool kits to a high standard.

Outcomes of Presentation Policy
· Children of all abilities know and understand the expectations and, as a consequence, present their work to the highest possible standard. 

· Children take great pride in their work and pleasure in being able to show it off to their peers, teachers and parents.

· There is consistency across the school.

· Exercise books are judged to be highly impressive by parents and by those carrying out work scrutiny. 

· The policy supports efficient and effective evaluation of standards and progress for those carrying out work scrutiny.  
Evaluation

· Teachers will regularly share their books with each other to moderate standards and support each other in making any improvements needed. 
· Regular work scrutiny and lesson observations will be carried out by Senior Leaders as part of the Monitoring Calendar and Appraisal cycles.
· Reports will be made to Governors via the Headteacher Report and in liaison with Lead Governors.

Presentation Guide

I will write the date on the left hand side of the top line.
I will miss a line before I write my title.
I will start writing the title on the left hand side of the line.
I will underline the date and title using a pencil and ruler.
If I make a mistake I will put a neat line through it in pencil.
I will write on the lines in my book and start next to the margin.

I will not use felt pens or biros in my books.
I will not draw on the front of my book or make it look scruffy or untidy in any way.

I will not leave blank pages in my books.

I will always take great pride in my work and look forward to showing it off to my parents and teachers!

   Wednesday 3rd May (short date for maths)

(leave a line)

   Can I write an introduction for an information text?   
         (leave a line)                       

        Start work here.

         End of work.

          Child’s self-assessment if appropriate according to age/ability

    Marking as per Feedback Policy -  including a code in the 

     margin next to the ‘Can I…’
