PRESENTATION OF WORK POLICY
Aims:

· To encourage the pupils to present their written work to the best of their ability

· To have a consistent approach to setting out work across the school

· To have an agreed standard of expectation for most pupils

· To provide opportunities for all pupils to have access to word processing

· To take account of pupils with specific difficulties in this areas and provide additional support or alternative methods for recording work

Handwriting

We use the ‘Foundations of Writing’ bus letter cards in the lower school to help establish correct letter formation. When teachers are satisfied formation of individual letters have been established well, linked script is introduced ( for most pupils this will be in primary 3). From primary 3 to primary 7 we use the Nelson Handwriting scheme to provide a progressive approach to handwriting. Pupils will be encouraged to leave appropriate spaces between words and if writing on lines position letters appropriately. They will be encouraged to write legibly and be consistent in their writing style. Teachers will model good practice in handwriting and presentation of work and ensure that skills learnt are transferred into other writing activities. They will have high expectations of standards of presentation of written work. Pupils who have difficulties in handwriting will have access to keyboarding skills training, dictaphones and/or will have written work scribed for them. They may also have extra practice in handwriting skills.

Setting out of work

The pupils will set out work appropriately:

In Maths

· Write down textbook page/activity heading

· Write in date

· Leave spaces between each sum/answer (2 boxes if on squared paper)

· Leave a space between each row (an empty row of boxes if on squared paper)

· Number each sum

· Use a ruler to draw lines

· Use space on paper economically – try not to waste paper

· Only take a new page if there is no space left on previous page

· Draw a line with a ruler at the end of the exercise before starting on new work

In Language jotters

· Write the date in the margin

· Write the title of the exercise and page number at the top of the piece of work

· Put the question numbers in the margin (if no margin, draw a margin with a ruler)

·  Use space on paper economically – try not to waste paper

·  Only take a new page if there is no space left on previous page

· Write answers in sentences unless specified other wise

· Draw a line with a ruler at the end of the exercise before starting on new work

In all other areas

· Ensure that pencils have a good point before starting work

· Write date in the margin and put title of work at the top of the page

· Use rulers to draw any lines

· Write legibly and present work appropriately for the task

· Use templates to help organise and set out written work

· Work for display should be presented to the best of pupil’s ability

· Word processing can be used where appropriate for presentation purposes

Other issues

· Only use rubbers for minor errors
· If a significant piece of written work needs to be amended, score out work and start again 
· If using a pen, score out error and continue work
