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                                   HOLY FAMILY CATHOLIC PRIMARY SCHOOL
                                                   PRESENTATION POLICY
                                      Mission Statement and School Values                                              

                           At Holy Family we grow, learn and succeed in the footsteps of Jesus.
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Aims

The aim of this policy is to establish a consistent approach to the presentation of work across all subjects, classes and year groups throughout the school. All pupils should be aware of the high standards expected of them and understand that these expectations apply regardless of the teacher or subject being taught.

This policy aims to:

· Promote high standards of presentation in all written work.

· Ensure consistency in expectations across the school.

· Encourage pupils to take pride in their work and develop positive learning habits.

· Support pupils in presenting their work clearly, neatly and to the best of their ability.

· Foster a culture of excellence, care and attention to detail in all aspects of learning.
Pupils’ Books

1. Pupils' Books

· Books will be named clearly with the pupil's first name, surname and year group.

· No doodling, colouring or writing on the front cover, back cover or inside covers unless directed by the teacher.

· Books should be kept flat and not folded at the spine.

· Pages should be kept neat and free from tears, creases and curled corners.

· Pupils are expected to take pride in the appearance of their books at all times.

· Exercise books should be treated with respect and kept clean and tidy.

· Work should be completed on the correct page and in chronological order.

· Pupils should not remove pages from books.

· All work should be presented neatly and to the best of the pupil's ability.

· Any damage to books should be reported to the class teacher.

2. General Presentation
Pupils are expected to present all work with care and pride, ensuring it is neat, organised and reflects the highest standards of which they are capable.
· Mistakes should be crossed out with a single neat pencil line using a ruler. Where several lines need to be removed, a single diagonal line should be drawn through the work.

· Felt-tip pens must not be used in exercise books. Pencil crayons may be used where appropriate. Felt-tip pens may be used on worksheets at the teacher's discretion.

· Correction fluid and ink erasers must not be used.

· All lines, tables, diagrams and graphs should be drawn using a ruler and pencil.
· Work should be completed neatly and to the best of the pupil's ability at all times.

· Handwriting should be legible and in line with the school's handwriting policy.

· Pupils should use the correct equipment for each task as directed by the teacher.

· Dates, titles and learning objectives should be written and underlined as directed by the teacher.

· Work should be set out clearly with appropriate spacing between pieces of work.

· Diagrams, tables and graphs should be drawn neatly using a ruler and pencil.

· Pupils should take care not to scribble, doodle or make unnecessary marks in their books.

· Pupils should respond neatly to marking and feedback in line with the school's feedback policy.
3. Worksheets

Worksheets should be completed with the same high standard of presentation expected in exercise books.
· Worksheets should be completed with the same high standard of presentation expected in exercise books.

· Pupils should write their name and date on all worksheets unless this is already handwritten 
· Handwriting should be neat, legible and in line with the school's handwriting policy.

· Appropriate equipment should be used as directed by the teacher.

· Mistakes should be corrected neatly in accordance with the school's presentation expectations.

· Pupils should avoid doodling, scribbling or making unnecessary marks on worksheets.

· Colouring, diagrams and illustrations should be completed carefully and appropriately.

· Completed worksheets should be trimmed and stuck into books neatly where required, ensuring they are securely attached and do not protrude from the page.

· Worksheets should be kept flat and free from tears, creases and unnecessary damage.

· Pupils should respond to marking and feedback on worksheets in line with the school's
4. Handwriting Equipment
· Pupils in Early Years, Key Stage 1 and Year 3 should use a sharp pencil for all written work unless otherwise directed by the teacher.

· Pupils will be introduced to handwriting pens during Year 3, they may begin using a handwriting pen when they consistently demonstrate neat, joined handwriting at the teacher’s discretion.
· Reasonable adjustments may be made for pupils with identified SEND needs where appropriate.
· Pupils should use a blue handwriting pen at all times.

· Black pens, coloured pens, gel pens and felt-tip pens should not be used for regular written work.

· Pupils are expected to take care of their writing equipment and ensure pens and pencils are in good working order.

5. Practical Lessons          
· All practical lessons should be recorded through photographs and an explanation of learning should be stuck into books as well as a next step that the children can contribute to.
6. Setting out each piece of work
Recap and Recall will be recorded as RR and should appear at least 3/5 times in Maths and English books and most lessons in the foundation subjects. It should be on ALL planning documents at the beginning of a lesson and may need to be adapted to be accessible for all.
a) Reception

· Date is written/printed by the teaching staff on the left-hand side of the page/worksheet or on a marking grid.
b) Key Stage 1


Year 1

· The date and L are written/printed on the left-hand side of the page/worksheet or in a learning grid. In Science the icon will be included along side the L in a learning grid or on the worksheet. 
Year 2

· The long date will be written on the left-hand side of the top line.

· The title (L) will be on the line below, this may be a word eg verbs, compound words

· In Science the icon will be included alongside the L in a learning grid or on the worksheet.
· A line should be left between the title and pupil’s work.

· Nelson handwriting should be used.

· Pupils / teaching staff should rule off after the last piece of work before starting the next piece.

· Mistakes are crossed out with a ruler.

· All diagrams and labels should be drawn in pencil.

· Lines to be drawn in pencil using a ruler, using lines in book as a guide

c) Key Stage 2

· The long date will be written on the left-hand side of top line. 
· The title (L) should be on the next line.
· In Science the icon will be included alongside the L in a learning grid or on the worksheet.
· Date and title to be underlined using a ruler and pencil.
· Leave a line before starting task
· Question numbers to be written in the margin.
· When answering questions, leave a line between each answer.
· Nelson handwriting should be used.
· Pupils should rule off after the last piece of work, using the lines in the book as a guide, leaving a line before starting the next piece.
· Drawing a single pencil line, with a ruler, when mistakes are made.
· All diagrams and lines for labels should be drawn in pencil. 
· Lines to be drawn in pencil using a ruler, using lines in book as a guide.

· A new page should only be used if there are less than 8 lines left on the previous page.
d)  Classroom whiteboard
· The long date is written on the left hand side with the short date underneath.

· The ‘L’ written under the short date

7. Presentation in Maths

Similar rules apply for Maths as above, with a few exceptions and additions:

· The short date should be written e.g. 26.6.15, but written on the left-hand side as with other subjects.
· All figures must be written neatly and clearly with one digit in each square.

· Leave an empty square between the question number and the calculation.
· In Year 1 – pupils will gradually work towards less worksheets and more setting out in books in line with Year 2.
· In Year 2 – pupils will work in columns with the page folded and one margin to be drawn on the left hand side; two squares wide.
· In Years 3 - 6 each page in the book should be have a margin drawn on the left hand side; two squares wide, the page folded down the middle. Two lines drawn down the middle of the page, either side of the fold, 2 squared wide, for writing question numbers. The pupils’ work should be in columns, where appropriate. 

· All lines and diagrams should be drawn in pencil, using a ruler where appropriate and the lines printed in books as a guide.

· Pupils should work in pencil.

· Where a challenge has ‘finding missing numbers’ in a number sentence, the missing number should be underlined for ease of marking.
· Key Stage 2 challenges should be cropped using the snipping tool and stuck into maths books as a point of reference for the children. (When a practical maths lesson has been taught, photographs and an explanation of learning should be stuck into books as well as next step that children can contribute yo.
8. Presentation in Religion, Science, History and Geography

Similar rules apply for Religion, Science, History and Geography as above, with a few exceptions and additions:
· Learning Grids to be used and stuck in at the top of the page, icons to be added to the grid or worksheet in Science.
· Leave a line after the grid to start work.

· Rulers must be used for any diagrams that need straight sides.

· All diagrams and lines to label parts must be drawn in pencil but written labels can be written in pen if appropriate.

· Any colouring should be done using pencil crayons.

9. Monitoring and Evaluation

Class teachers are responsible for monitoring the presentation of pupils' work on a regular basis and addressing any concerns promptly.

· Pupils' books will be monitored by Senior Leaders and Subject Leaders through scheduled audits, book looks and other quality assurance activities in line with the school's monitoring cycle.

· Feedback will be provided to staff following monitoring activities and, where appropriate, examples of strong practice will be shared across the school.

· Areas for development will be identified and communicated to staff to ensure consistency and continued improvement in standards of presentation.

· Findings from monitoring activities will inform future staff training and support where necessary.

· Pupils will be encouraged to review and improve the presentation of their work regularly and take responsibility for maintaining the standards outlined in this policy.
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