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At Bampton CE Primary School and Nursery, we believe language (speaking and listening, reading and writing) is integral to the 
whole curriculum and as such is given high priority. We intend to provide a wide range of learning experiences, giving children 
the opportunity to develop reading strategies and to read for a variety of purposes, including enjoyment; write in a range of 
styles; speak confidently in a range of contexts and develop focused listening skills. We will help our pupils to express 
themselves creatively and imaginatively and to understand how language works by looking at its patterns, structures and origins.  
 
The policy supports the implementation of the National Curriculum2014 and gives guidance to staff and insights for other 
interested parties into agreed ways of developing children’s language. All who work in school should be familiar with the 
contents of this policy and teachers should use it to plan and inform their practice and to ensure continuity progression and 
success for pupils.  
 

Core aims: 
 

 To develop pupils’ ability to communicate effectively and accurately in speech and writing. 

 To enable children to listen with understanding. 

 To develop children’s vocabulary 

 To give children the opportunities to develop skills, confidence and enthusiasm for reading. 

 To encourage children to respond to language in a thoughtful and imaginative way. 

 To develop language skills in all curriculum areas. 

 To provide quality teaching appropriate to the needs of all children. 

 To encourage a love of literacy and a pleasure for reading. 

 To develop children’s skills in planning, writing and editing through using a storytelling approach. 

 To ensure that children have fluent, legible, joined handwriting. 

 To monitor and assess the language development of each individual child.  

 To encourage a whole school approach to the teaching and learning of English.  

 
Planning 
 
Our teaching of English throughout the curriculum draws from a variety of sources and opportunities; our school curriculum 
ensures that statutory elements of the 2014 National Curriculum are the foundation of all English teaching.  
 
The New National Curriculum 2014 is used to provide a flexible structure to the teaching of English throughout the school. The 
strands of spoken language, listening skills, reading words, reading comprehension, transcription (specifically spelling and 
handwriting), composition (including planning, drafting, revising and editing), vocabulary, grammar and punctuation are all 
taught across the school. The strands are structured to form a long term plan with an appropriate balance of fiction and non-
fiction elements which is broken down in to medium term and short term plans. Planning is based around the use of a high 
quality text and allows for the discrete teaching of spelling, punctuation and grammar as well as the opportunities to apply this 
learning in different contexts. It allows for cross curricular writing opportunities and independent and free writing. Planning 
must also encompass objectives informed by the evaluation and marking of the children's previous work.  
 

Teaching and Learning 
 
The curriculum is delivered by class teachers and where appropriate, groups or individuals are supported by Teaching Assistants. 
Collaborative learning styles and mixed ability activities are also used. A range of learning styles, including Talk for Writing and 
Story Telling, are used to allow oral rehearsal prior to developing written pieces. All teaching and learning, in every year group, 
should be in line with the statutory requirements set out in the 2014 National Curriculum and linked with the appropriate Target 
Tracker statements. In addition, all lessons should challenge and stretch children of all abilities; work provided should also be 
suitably differentiated. Marking and feedback must be used effectively to support children’s learning (see Marking and Feedback 
Policy) 
 

Early Years Foundation Stage 
 
At Bampton CE Primary School and nursery, we believe that communication and language, with opportunities to learn to read 
and write, underpins children’s future learning. The practice in Foundation Stage will follow the Foundation Stage Curriculum 
(2012), where children are provided with challenging, playful opportunities across the Prime (communication & language) and 
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Specific Areas (reading & writing) of learning and development. The teaching of synthetic phonics, to support both reading and 
writing, and the reading and spelling of high frequency words are fundamental to this area of learning. The use of Banded Books 
supports the development of independent reading and there is a focus on developing a love of books. 
 
In the Foundation Stage there are adult led and child initiated activities that include: 

• giving the children a wealth of opportunities to develop and experience speaking and listening; stimulate their early 
interest in literacy by exploiting play, story, songs and rhymes and provide lots of opportunities, and time, to talk with 
children about their experiences and feelings. 

• experiences that develop gross and fine motor skills through play and handwriting activities; 
• sharing and enjoying a range of rhymes, songs, film clips, stories and books; 
• immersion in a print rich environment with opportunities for oral language and written communication, e.g. 

differentiated phonic activities; 
• focussed group activities that teach children early communication language and literacy skills, using daily phonics and 

guided reading/writing sessions 

 big book activities with shared reading and writing focuses. 

 letter formation and handwriting taught and modelled in a print style using the EYFS handwriting patter (see appendix 
1) 

• ICT activities to enable access to texts and language activities 
• Storytelling activities, including story stepping and mapping. 

 
SPEAKING AND LISTENING 
 
At Bampton CE Primacy School and Nursery, we aim to develop every child's competence, confidence and enjoyment in 
speaking and listening. We believe that speaking and listening underpins the development of reading and writing; speaking and 
listening activities are therefore embedded throughout the curriculum. Each class will learn to use story telling techniques to 
learn and rehearse texts in order to support written work. Children will receive feedback on their use of spoken language in 
order to improve and move their learning forward. The statutory requirements for spoken language are outlined for each year 
group and are taken account of in planning.  
 
To develop our pupils as speakers and listeners we: - 

 give all children opportunities to express their ideas to a range of audiences; 

 teach children to retell and act out stories through the storytelling technique; 

 provide opportunities for pupils to read aloud, including performing poems and plays; 

 give all children opportunities to take part in group discussions, debates, role play and drama activities; 

 encourage all children to listen and respond appropriately to others; 

 encourage children to use relevant questions to extend their understanding and knowledge; 

 help all children to understand the need to adapt their speech to different situations; 

 give all children opportunities to evaluate and reflect on their own speech; 

 encourage all children to use vocabulary and grammar of standard English whenever appropriate; 

 provide a stimulating environment, which arouses children's interest and curiosity; 

 provide good role models; 

 listen carefully, with respect and interest to what the children say; 

 give all children equal opportunities to develop their oracy. 
 
Through the use of drama, we provide our pupils with the opportunities to: - 

 create, adapt and sustain different roles individually and in groups; 

 explore meanings of texts – characters, actions, themes, emotions and ideas; 

 participate in spoken performances, dramatic interpretation and improvisations; 

 write original scripted plays to develop written skills; 

 evaluate their own and each other’s contribution and effectiveness of performance. 
 
In addition to the above, there are often 'circle time' discussions. This ranges from PSHE lessons to debate; this also takes 
account of School Council business. Topical debates promote confidence in speaking and listening. Children are also encouraged 
to take part in assemblies, productions and school events, which provide opportunities for public speaking.  
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READING 
 
KS1 
 
In KS1 children are encouraged to continue to develop a love of books, building on the positive experiences in the Early Years. 
Books are used to stimulate children's imaginations. We introduce children to the conventions of books, reading from left to 
right, turning pages, identifying authors, illustrators, contents pages etc. Whilst following the Letters and Sounds programme for 
phonics, children also build a sight vocabulary through use of reading scheme books and a scheme of spelling cards to support 
the learning of high frequency words (these are in line with NC expectations/word lists). We place high importance on teaching 
children how to decode through daily phonics lessons. Alongside this, we ensure that children are taught the wider aspects of 
word reading, inference and deduction skills and comprehension of the text. A full and broad range of texts are available to all 
children and support is given to help children choose books at an appropriate level. 
 
Each child takes home reading scheme books with a reading record. The focus in Reception class moves towards whole class and 
guided reading in groups to ensure all children are being taught the wider reading skills as well as practising decoding skills. 
Some children will also continue to read 1:1 with an adult to support their progress in reading. When reading with a child, adults 
(teachers, teaching assistants or volunteers) ask questions relevant to the interest of the child and encourage predictions. 
Children are encouraged to decode unknown words using appropriate strategies.  
 
Guided reading develops when children are ready in Reception and is further developed in Year 1 and into Year 2, where 
children are grouped according to ability; each group has at least one guided reading session per week with either the teacher or 
teaching assistant. Alternatively, it may be at times, more appropriate to use a whole class text to support the learning of 
specific reading skills. Teachers read a story/ class text daily (Pie Corbett’s recommended reading spine books are a basis for this 
choice) to encourage children's love of literature.  
 
Reading comprehension activities are planned for weekly to take place within the English lesson and/or Guided Reading 
sessions. Teaching resources are available to support this. 
 
Daily phonics lessons, using Letters and Sounds, focus upon phoneme/grapheme recognition and the strategies of blending to 
read and segmenting to spell. Teaching of phonics is delivered as whole class and within ability groups; regular assessment 
ensures children who are not working at the expected phase will have access to intervention groups. At KS1 the word work will 
build on what children have achieved in the Reception class and follow the guidelines in ‘Letters and Sounds’ until children have 
achieved Phase 6. Reference will be made to other government documentation, including the National Curriculum 2014, as 
appropriate to meet the needs of the children 

 
KS2 
 
The use of colour banded reading scheme books continues into KS2. A full and broad range of texts are available to all children. 
Children take home a colour banded book to read at home but are also able to choose a reading book from the library. Children 
are expected to record their reading in a reading journal. Guided reading continues and builds on skills learnt in KS1. Teachers 
also read daily from a quality text (Pie Corbett reading spine books are used to support this) to allow children to experience and 
discuss a wide range of texts. 
 
Reading enrichment activities are a high priority and enjoyed by the whole school such as World Book Day, themed weeks etc.  
 
As children progress, they are taught to widen their use of books for reading for information, developing the skills of looking 
up/locating information, skimming, scanning, note taking and use of ICT through interactive texts and research. 
 
Reading comprehension is taught regularly, including cross curricular links in Topic and Science lessons. Reading for 
comprehension involves locating and retrieving information from the text; inference and deduction; commenting upon the 
structure and organisational features of a text; author's use/ choice of language; commenting upon author's intent and 
viewpoints; identifying themes and conventions; summarising main events and providing reasoned judgments about texts read 
and providing evidence to justify ideas. 
 
To develop all pupils as readers we: - 
• teach them to read accurately and fluently using a range of strategies; 
• help them to understand and respond to what they read using inference and deduction where appropriate; 
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• encourage them to read a wide range of fiction and non-fiction books, including media and ICT texts and texts from a 
variety of cultures and traditions; 

• encourage them to read independently and with enjoyment; 
• teach them how to seek information and learn from the written word; 
• provide a range of reading experiences (including individual reading, paired reading, shared reading, guided reading, 

class stories and poetry, use of the school and class libraries); 
• will involve parents/carers as much as possible; 
• provide stimulating texts which are age related with appropriate graduated vocabulary; 
• encourage independence through the development of a variety of skills; 
• celebrate books through themed days and events. 

 
The reading environment 
 
The print rich environment encourages children to interact with displays, to follow instructions and signs, promoting functional 
language. Within the classroom the reading area is attractive and inviting and books are clearly accessible. Themed displays are 
encouraged along with opportunities to write book reviews and show homemade books, as well as opportunities to develop 
children’s vocabulary linked to the texts they are reading. Books are also displayed and promoted around the classroom and the 
whole learning environment of the school. Books and audio books along with story props and puppets enhance the reading 
environment and process. This encourages reading for pleasure. Children are invited to be Book Ambassadors and work with the 
class teacher to promote reading for pleasure in their class. 
 

 The school library 
 
This provides reference and reading materials for children and teachers. Library sessions are planned for classes to visit the 
library and access its resources. Children are encouraged to select a book to take home.  
 

WRITING 

We believe that writing should be taught across the curriculum, not just in English lessons. Effective transcription (spelling and 
handwriting) and composition (articulation of ideas and structuring them in speech and writing) are essential skills as the ability 
to write ideas down fluently relies upon effective transcription. Successful composition relies upon forming, articulating and 
communicating ideas and organising them coherently for a reader. This requires clarity, awareness of audience, purpose, 
structure and context as well as an increasingly wide knowledge of vocabulary, grammar and punctuation. Children are given 
opportunities to plan, draft, revise and evaluate their own writing regularly. 

KS1 

In KS1 writing can be factual, imaginative or based upon children's own experiences. Writing will be cross curricular, taking 
account of trips, visitors to school, investigations and real life experiences. Children's work is discussed and used to draw 
attention to purpose, style, presentation, grammar, punctuation and spellings; this is used for target setting. Regular 
opportunities are given for free writing and independent writing which support staff in assessing how effectively children are 
applying the skills they are learning. 

KS2 

In KS2, children extend their experiences in writing to write for a wider range of purposes and audiences. In addition to specific 

text types taught in English lessons, writing opportunities are provided in Topic, Science and RE. As in KS1, regular opportunities 

are given for free writing and independent writing which support staff in assessing how effectively children are applying the 
skills they are learning. We believe that through accessing and writing a range of text types children will help our pupils: 

 obtain an interest and pleasure from writing; 

 write for a clear purpose, audience and effect; 

 write coherently and fluently; 

 write imaginatively; 

 become perceptive and skilled independent writers. 
 

To develop our pupils as writers we: - 
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 teach them to write effectively for a range of purposes and a range of readers, adapting their vocabulary and style as 
appropriate; 

 encourage them to write with interest, commitment and enjoyment; 

 show them how to write in a variety of forms such as stories, poems, reports and letters etc.; 

 show them how to evaluate and improve their own writing; 

 show them how to use punctuation to make meaning clear to their reader; 

 give them the knowledge and the strategies to become confident and accurate spellers; 

 follow a structured spelling system to allow for progression and assessment 

 teach them a fluent and legible style of handwriting, promoting an understanding of how to present work 
appropriately; 

 regularly provide them with ‘meaningful’ writing experiences; 

 give feedback, support and encouragement; 

 encourage independence and confidence through the development of skills and experiences; 

 ensure all children have understanding of age related grammar, spelling and punctuation, teaching this discretely in 
English lessons; 

 celebrate writing, have high expectations and embrace a sense of pride in work produced, including displaying 
children's work in the classroom and around school; 

 assess and monitor children’s writing progress; 

 teach shared, guided and independent writing; 

 use storytelling techniques to imitate, innovate and invent texts. 

 
Storytelling 
 
The storytelling approach can be used to teach both non-fiction and fiction text types. Storytelling is a sequence of steps which 
are followed to build children’s confidence with different styles of texts and to provide them with a bank of texts that they can 
remember and draw upon in their independent writing. Storytelling follows the sequence; imitate, innovate, invent. 
 

 Imitate – Children hear, map, step and speak a text, learning the sequence of events and some of the associated 
language. Children also learn about the text type, and complete deepening activities to immerse themselves in the text. 

 Innovate – Children change elements of the text to begin to make their own text. Depending on the age and experience 
of the children, this may be initially modelled by a teacher as a whole class activity. 

 Invent – Children create their own texts, using all they have learnt in the “imitate” and “innovate” stages. 

 

Spelling, punctuation and grammar 

Initially, children are taught to write individual letters and attempt to spell phonetically.  Children in Reception and Year 1 follow 
the Letters and Sounds programme. Children in Year 2 through to Y6 follow the No Nonsense spelling programme which 
supports the learning of words linked with spelling patterns as set out in the National Curriculum and includes high 
frequency/common exception words. Dictionaries, including children’s personal spelling logs, and thesauruses are used in class 
and children are taught how to use them effectively, including as a tool to aid their ability to self-correct and revise work. 
Grammar and punctuation are taught both alongside the normal English lesson, and discreetly, as needed. Teachers identify 
areas of strengths and improvement and plan appropriately for progression in their lessons. (see appendix 2 for more details) 

Handwriting 

We have high expectations in the presentation of work in all areas of the curriculum at Bampton CE Primary School and Nursery. 
We aim to ensure children produce clear, well formed, legible writing that is consistent and neat in appearance. Support is put in 
place for those who require it.  

Handwriting begins as a printed style in EYFS, taught using the handwriting patter (see appendix 1). As children move through 
the school, and as their letter formation becomes accurate, they move on to Collins Cursive style. Children practise their 
handwriting in their normal writing books but handwriting books or guidelines may be used when needed to support learning 
accurate sizing. Teachers should demonstrate the correct letter formation and children then practice it. Handwriting should be 
linked to phonics and curriculum words wherever possible.  

As children master joining and correct formation, the focus should then be on writing neatly, consistently and at a reasonable 
speed; joined handwriting should then be used in every piece of work. High expectations must support consistency in all 
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curriculum areas. Once children are joining their writing consistently and presenting work neatly they will be awarded a pen 
licence. 

Please see appendix 3 for further presentational guidelines. 

Writing environment 
 
The school environment celebrates quality writing through displays of work in both handwritten and typed form as well as signs 
and labels. All classrooms should have attractive and well-equipped resources for writing that children can access through a 
writing area or table. An English ‘Working Wall’ in each classroom displays the current focus in lessons, as well as reminders of 
what has already been learnt to provide children with a way to further and consolidate their learning themselves. Opportunities 
for writing are planned for and accessible throughout the learning environment and school day. Functional and creative writing 
are demonstrated and promoted by staff and visitors. 
 

Assessment 
 
Please refer to the assessment policy. 

 
Marking 
 
Please refer to the marking and feedback policy. 

 
Inclusion and Equal Opportunities  
 
We aim to ensure the full and effective participation and progression of all pupils by: 
 

 acknowledging and valuing the variety of different experiences, interests, social and cultural backgrounds of pupils; using 
such differences constructively to raise confidence and self-esteem  

 ensuring access to learning at an individual level, through differentiated teaching and learning strategies; planning should 
set high expectations and provide appropriate learning opportunities for pupils from all social backgrounds, ethnic groups 
and for those who are disabled 

 providing texts from a range of cultures and which are free from discrimination and stereo typing 

 providing resources to support specific learning difficulties, e.g. lap tops, large print texts, Braille, taped materials, recording 
devices 

 
EAL – English as an Additional Language 

A number of our children have particular requirements with regard to learning and assessment, and these are linked to their 
progress in learning English as an additional language (EAL). We aim to meet all the needs of those children who are learning 
English as an additional language. 
 
 Children who are learning English as an additional language have linguistic skills similar to those of monolingual English-
speaking children. Their ability to participate in the full curriculum may well be in advance of their current ability to 
communicate in English. 
  
Being a speaker of more than one language is no disadvantage to educational achievement; indeed, multilingualism is associated 
with success. We recognise the importance of community languages in their own right, and the ability of their speakers to 
acquire other languages.  
 
Teachers use various methods to help children who are learning English as an additional language. Developing their spoken and 
written English by:  
 

 Ensuring that vocabulary work covers the technical as well as the everyday meanings.  

 

 Explaining how spoken and written English have different usages for different purposes. 

 

 Providing them with a range of reading materials, to exemplify the different ways in which English is used.  
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 Giving them appropriate opportunities for talking, and using talking to support writing. 

 

 Encouraging them to relate one language to another.  

 

 Ensuring their access to the curriculum and to assessment by using texts and materials that suit their ages and learning 
stages, providing support through visual timetables, ICT, video visual and audio materials, dictionaries and translators 
(where applicable) using the home or first language where appropriate.  

 
The role of ICT 

ICT is used to support teaching and to motivate children's learning. Interactive whiteboards are used for sharing texts and 
pictures, teacher modelling of writing, evaluation of pupils work and to watch video clips.  

Through the use of ICT, we provide our pupils with the opportunities to: - 

 use a wide range of ICT equipment, such as tablets, digital cameras and laptops, to develop language and literacy skills; 

 compose directly on screen; 

 use word processing techniques to develop writing skills; 

 use a range of fonts and presentational features in relation to audience and purpose; 

 check for written accuracy using grammar and spell checkers; 

 read a wide range of media and ICT texts including the Internet; 

 use a range of Apps to develop literacy skills. 
 

 

The subject leader 
 
The role of the subject leader involves: 
* modelling good practice; 
* being responsible for bringing to SLT suggestions for the upgrading and ordering of resources and arranging for their storage; 
* keeping informed about developments and new initiatives to support the teaching of language and literacy and ensure staff 
are informed; 
* auditing needs and liaising with the SLT to organise staff training; 
* facilitating training for staff in teaching and learning of literacy; 
* monitoring planning, scrutinising books and analysing data on a termly basis and reporting to SLT 
* supporting teachers in planning and using resources; 
* organising an annual school themed week in collaboration with other staff; 
* updating the school policy when necessary. 
* work in collaboration with the SENCO and other staff to suggest and implement intervention where necessary 
* work alongside colleagues in shared planning sessions, suggesting ideas for cross- curricular planning of 
English 

 
Developing Literacy at Home 
 
We recognise that the role of the family is central in supporting the child’s language development as a speaker, reader and writer. 
Therefore, families, pupils and teachers are regularly informed of progress and access to records is provided through parent’s 
evenings and upon request. Our home-school agreement asks parents to agree to support their child by hearing them read 
regularly at home (at least five times a week) and support them in completing their homework. Teachers are able to provide 
further guidance on what families can do to extend their child’s competence in using spoken and written language. On entry to 
the Foundation stage, parents are supplied with a parent pack to help them develop their child’s language and literacy at home 
(see parent pack available on policy page of our website). 

Appendices 
 

 
Appendix 1 – EYFS Handwriting patter 

 
Appendix 2 – SPaG (spelling, punctuation and grammar) guidance 
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Appendix 3 – presentational guidelines 

 
 
Appendix 1 
 

Learning letter formation 

It is very important that a child holds their pencil in the correct way.  The pencil should be held in 
the ‘tripod’ grip between the thumb and first two fingers.  If a child’s hold starts incorrectly, it is very difficult to 
correct later on. 
The grip is the same for both left-handed and right-handed children. 
A child needs to form each letter the correct way.  The letter c is introduced in the early stages, as this forms the 
basic shape of several letters, such as d and g.   
Particular problems to look for are:   

 o – the pencil stroke must be anticlockwise, not clockwise 
 d – the pencil must start in the middle, not at the top 
 m and n – there must be an initial down stroke 

 
Early Years Foundation Stage Handwriting Patter 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Curly Caterpillar Letters 
c back and round 
o back and all the way round 
a back and round, up, down, flick 
d back and round, up, down, flick 
g back and round, up, down, give it a tail 
q back and round, up, down, flick 
s back and round, around the other way 
e across and round 
f back, straight down, give it a tail, pencil off, cross 

Ladder Letters 
l straight down, flick  
i short down, flick, give it a dot 
j straight down, give it a tail, give it a dot 
t down and round, pencil off, across 
u down, round, up, down, flick  
y down, round, up, down, give it a tail 

One-armed Robot Letters 
b straight down, up, out and round 
h straight down, up, out, over and flick  
k straight down, up, out, loop and kick  
p straight down, up to the top, out and round 
m straight down, up to the top, over, up, over and flick  
n straight down, up to the top, over and flick 
r straight down, up to the top, over and flick  

Zig-Zag Letters 
v down, up 
w down, up, down, up 
x across to the bottom and across to the top 
z along the road, down the hill and along the road 
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Appendix 2 
 

Spelling, Punctuation and Grammar (SPaG) Guidelines  

To achieve a high level of teaching and consistency in delivering SPaG lessons across the school the below guidelines 

are in place and should be used to support the planning and teaching of SPaG.  

Punctuation and Grammar -  

 Weekly grammar and/or punctuation focus which is taught as a discrete lesson. This focus should be taken 

from target tracker statements alongside the national curriculum.  

 Follow up activities should be used to support learning, such as;  

o Dictation 

o Games  

o Proof reading and correcting  

o Adding correct punctuation to pieces of writing  

o Online games  

o Headstart activities  

 Short follow up activities to be completed throughout the week to reinforce learning.  

 Work to be recorded in SPaG books (minimise use of worksheets) 

 Use of self and peer assessment within SPaG books should be evident.  

Spelling  

 Y2-Y6 follow No Nonsense spelling programme and record work in spelling journals 

 Use of self and peer assessment to be evident in SPaG books.  

 Spelling tests to be done on grids printed out – 1 paper per child per half term. These are to be kept and 

sent up to the teacher the following year.  

 All children to keep personal dictionary (start in Y1 and will go up the school with them) with words they 

have misspelt in their own work. Children will be able to keep these with them to support their 

independent writing.  

Support at home is integral to the development of children’s academic development. To ensure that parents/carers 

are able to support their children with their SPaG learning outside the classroom setting the following will be sent 

home at the start of the academic year.  

 Year group spelling list/ Phonics spelling list  

 Grammar vocabulary and explanations with links to child’s current year group highlighted. 
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Appendix 3 
 

Presentational guidelines 
 

At Bampton CE Primary School and Nursery, we have high expectation for presentation. To achieve this, the below 
guidelines should be used, at an age-appropriate level.  
 



 Each piece of work must be dated from the left (starting from the margin). As a model for this, the teacher 
must write the date on the board. The extended version of the date (Day/date/month – Monday 23rd 
January) should be introduced as appropriate in year1. The short version of the date, i.e. 15/07/16 can be 
used in maths and other work. The extended version of the date should be underlined with a ruler. 

 The acronym ‘DUMTUMS’ can be used as a reminder for presentational guidelines. This stands for Date, 
Underline, Miss a line, Title, Underline, Miss a line, Start. 

 Children should write on every line but this may depend on the task e.g. leave a line for editing, some 
handwriting practice.  

 Both sides of the paper should be written on, unless otherwise directed.  

 All lined exercise books have a margin in KS2. Margins in other books are drawn at the discretion of the class 
teacher. 

 Any mistakes should be crossed out neatly using one line. The correct version should be written on the same 
line or above the mistake, wherever is most appropriate.  

 All book covers should be clean and any labeling should be done neatly in pen or using a printed label. 

 Felt tips should not be used in any of the exercise books but may be appropriate on paper.  

 Green and pink highlighter pens and biros may be used in line with our marking policy. 

 Colouring pencils should only be used for colouring in or the application of self-assessment or peer 
assessment. 

 Drawings or diagrams must be done in pencil and straight lines drawn with a ruler unless it is intended to be 
a rough sketch.  

 Purple polishing pens should be used for all editing work, to make this clear and consistent.  

 Pencils are generally used for all work but pupils may be directed to use pens at the discretion of the 
teacher. 

 A pen license will be issued to children once they are demonstrating consistently accurate joined writing and 
neat presentation 

 Worksheets should only be used when necessary and when these are stuck in books it must be done neatly. 

 


