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The Presentation of Children’s Work 
 

1. OUR VISION 
 

At Lea Valley Primary School it is important that children learn to take pride in 

everything they do – whether it is in their school work, their behaviour, their school 

uniform or their attitude/effort. 

Our aim is that children leave us at the end of Year 6 able to set out their work in such a 

way that it shows care has been taken with it.  They will have developed a good work 

habit and a sense of pride in what they do.  We want them to feel that, if something is 

worth doing, it is worth doing well!  Such an attitude can permeate everything they do 

in their future life. 

The guidance in this document focuses on the presentation of work in pupils’ books.  

However, at Lea Valley Primary School we believe that presentation goes well beyond 

the page in a book; it is an approach to learning that expresses a care and pride in all we 

do.  If we have high, but not unreasonable, expectations of children in not only the 

quality of their work but also its presentation, they will endeavour to meet those 

demands and achieve their best. 

 

2. GENERAL PRINCIPLES 
 

To develop good presentation skills, children need to be taught how to set their work in 

a logical and organised way.  They also need to be taught a handwriting style that is 

comfortable, fluent and legible. 

All staff can help in the following ways:  

 Stick to the school’s handwriting scheme, ie. Nelson; 
 Practise handwriting ‘little and often’, eg. the time while the register is being 

done could be used  
 Emphasise quality over quantity; 
 Keep sessions short, frequent, fun, varied and multi-sensory, eg. write letters in 

the air, on backs or on hands; orally describe letter shapes or joins; 
 Keep to the basic structure of a handwriting session, ie. teacher 

modellingchildren practising independently with the teacher modelchildren 
practising independently from memory; 

 Remember good posture: feet flat on the floor and back touching the chair; 
 Know your class’ needs, eg. left-handers, writing backgrounds of EAL children or 

any individual difficulties with pencil grip or letter formation; 
 Remind the children about handwriting and presentation every lesson; 
 Make sure to model good handwriting and presentation yourself especially in 

books or on the board 
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  Be explicit about different types of handwriting, eg. personal note-taking or best 
handwriting for display (when children are old enough to understand the 
distinction); 

 Give handwriting and presentation a high profile in classroom displays; 
 Avoid using rubbers; 
 Keep parents informed so that they can help at home. 

 

Writing implements 

 

In the foundation stage and KS1 children will write in pencil for all subjects.  In KS2 

children will write in Pen for all subjects except for mathematics.  In upper KS2 children 

will be given a choice of pens to write with so they can use one that suites their style. 

 

Use of Rubbers 

 

Children should be discouraged from using rubbers when they are working.  If errors 

are made, teach the children to cross the word or number out neatly with a single line.  

As they will eventually be writing with a pen and will not be able to rub out, it is best to 

develop the habit early on.  It is recommended that staff use a rubber on children’s work 

only when it is judged to be necessary.  

 

Pupils with SEN 

 

The Presentation Policy should be used as is appropriate to the needs of the pupils. 
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3. GUIDANCE FOR THE PRESENTATION OF WORK 
 

The Foundation Stage 

 

In line with both the teacher-initiated group work and freely chosen, yet potentially 

instructive, play activities that are inherent in Foundation Stage provision, the following 

guidelines aim to develop the children’s very early skills for recording their learning:  

-  

 Much of the children’s work takes the form of free exploration in the role play 
and writing areas on plain paper and in zigzag books.  A large range of writing 
materials is also made available.   

 Practise writing letters, words and sentences write on paper; don’t practise on 
whiteboards first 

 Initially children will write on plain paper; 
 Children are encouraged to write their names on their work.  This becomes an 

expectation when they have learned to write all the letters using the RWI 
programme; 

 Children are encouraged to start at the left-hand edge of the page; 
 Teachers will date selected work in books; 
 Towards the end of YR the children will be expected to write the short date on 

their own work. 
 The children will be taught to write on the next empty page in their books and to 

use both sides of the paper; 
 As recommended by the RWI programme, children are not expected to produce a 

best copy of their writing; 
 Capital letters are introduced just prior to the children through hold a sentence 

activities in RWI 
 The bulk of on-going work on paper is sent home for the children to share with 

and discuss with their parents/carers. 
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Key Stage 1 

 

At KS1 it is important to build on the foundations laid down in the Nursery & Reception 

years.  We want children to be encouraged to complete their work because they feel it is 

valued.  Without undermining their efforts we want them to develop a sense of pride in 

their achievements.  To help them in this process we have guidelines for the presentation 

of work so that there is consistency across the phase. 
 

It is not reasonable that Year 1 pupils meet all the expectations at the outset.  Class teachers 

will decide when it is appropriate to introduce new features. 

During KS1 it is expected that the children will: -  

 

 Use lined paper for written work and squared paper for number work; 

 Write the date on every piece of work on the top line by the left-hand edge of the page.  
The children will learn the conventions of writing the date in words, ie. day/date/month, 
(for written work) and in figures, ie. date/month/year (for number work and for RWI).  
Both versions of the date must be displayed clearly in the classroom each day.   
Please note - At the beginning of Year 1, they may just write the date and month, eg. 4th 

September.  Teachers must decide when to introduce these formalities as a child should 

not spend a disproportionate amount of the lesson writing the date in words.  However, 

all pupils would be expected to put the date in figures in their Maths books/worksheets 

as they had been expected to achieve this in YR.  For some pupils, particularly those with 

SEN, it may be appropriate for the teacher to put the date on their work; 

 Miss a line 

 Write the title of their work starting next to the margin and underline it.  

 Miss a line 

 Write the Learning objective for the lesson next to the margin 

 Miss a line 

 Start their work on the next line by the margin  

 Write across the page from the left to the right edge; 

 Use both sides of the page; 

 Start each new piece of work on a new page; 

 Put one number/symbol in each square on squared paper; 

 Start a new sum on a new line; 

 Have the opportunity to produce ‘best’ copies of work for display purposes or class 
books.  This is usually done with short pieces of writing so that it does not become an 
onerous task. 
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Key Stage 2 

 

The expectations listed below will build upon the guidelines outlined in KS1.   

 

Literacy 

 

An example of a page layout is presented in Appendix 1. 

 

When setting out a page in a lined exercise book, children in KS2 are expected to: - 

 

 Have a margin on the left-hand side of the page.  If the book does not have a printed margin, 
children are expected to draw one using a ruler – a ruler’s width is a good size. 

 Write the date in words, ie. day/date/month/, on the top line, starting by the margin; 

 Leave a line and then write the title, starting by the margin 

 Underline the date and the title with a ruler; 

 Leave a line and write the learning objective.  The abbreviation L.O should be written beside 
it in the margin; 

 Leave another line and then start the piece of work, remembering that each line should be 
started by the left-hand margin; 

 Write numbers for answers or sentences in the margin; 

 Leave a line between each answer or sentence in numbered exercises; 

 Indicate a new paragraph by leaving a line and starting the new paragraph next to the left-
hand margin.  (Please note – we do not teach the children to indent the first line of a new 
paragraph); 

 Start a new page each day; 

 Cross out an error neatly, using a straight line drawn with a ruler, and write the correct word 

beside it, eg. misstake mistake. 

 

Mathematics 

 

An example of a page layout is presented in Appendix 2. 

 

When setting out work on squared paper, children in KS2 are expected to: -  

 

 Draw a margin 2 squares wide on the left-hand side of the page; 

 Write the date in figures, ie. date/month/year, on the top line by the margin; 

 Leave a line of squares and then write the title  

 Underline the title and the date using a ruler; 
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 Leave a line of squares and write the learning objective, putting L.O. in the margin; 

 Leave another line of squares and then start the work, putting the number of the 
sum/problem in the margin; 

 Put one digit or symbol in each square; 

 Put the operation symbol clearly as part of the calculation; 

 Use a ruler to draw lines in calculations, eg.  
  

 4 3  

+ 2 5  

 6 8  

    

 

 Place a digital point on the line between the two digits; 

 Leave a line of squares between the end of one sum and the beginning of the next 
calculation; 

 Show all working out, unless it is specified as mental arithmetic; 

 Start each new piece of work each day on a new page. 
 

Please make sure that the children understand that, when they write on squared paper, it is not 

necessary to put one letter in each square; they should use their normal, neat handwriting style. 

 

All children should work in pencil on squared paper. 


