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Policy on Presentation of Work by Pupils
Introduction
The following are guidelines for staff to ensure that all pupils in our school achieve high standards of presentation. To achieve this, pupils and staff are expected to follow these guidelines in all areas of work.

Staff should ensure that they:
· make their expectations clear on a regular basis

· provide pupils with clear advice about setting out work

· issue reminders of expectations with every task

· encourage pupils to adopt a cursive script from P1 onwards

· only accept work which is of the highest quality achievable by the pupil

· insist on what you want by asking for poor quality work to be done again

· provide constructive feedback which ensures responsibility for raising the standard lies with the pupil

· ensure that these changes are made

You should note that you will get what you accept. Children quickly learn what is expected of them and will soon learn that it is easier to produce their best, first time around.
Headings

1. All work should be headed – even pictures, diagrams etc.

2. Headings should be underlined with a ruler from P3 stage onwards.

3. “Main words” in headings/titles should begin with capital letters.
4. Miss a line before setting out a new piece of work.

Dates

1. From P2 stage onwards all work should be dated with the date underlined from P3 onwards. 
2. The form 28.01.13 should be used.
Setting Out

1. Children should be taught to set out work in the space available. 
2. Children should learn to use lines/squares in their jotters to help set out their work neatly. Writing should be kept on the line and figures within the squares in maths jotters.
3. From Primary 3 stage children should learn to draw lines with a ruler. Freehand should not be accepted.

4. Children with motor control difficulties should be given extra activities and staff seek advice from the Support for Learning teacher.

5. Messy scoring out of errors is not acceptable. Erasers should be used or errors neatly scored out with a ruler.

6. Completed work should be underlined.
7. Learning Intentions for Numeracy and Maths and Literacy should be recorded in jotters by P6 and P7 pupils (review this in June 2018)

8. From P5 onwards pupils should divide each page in their maths jotter in half and work down the page. 

Use and Care of Jotters

1. Infant children should begin writing and number work in blank jotters and then move to lines and squares. Half line/half blank can be used as an interim step.
2. Pupils should not be allowed to doodle or deface front covers of jotters.

3. Majority of jotters should be stored by teacher and not kept in pupils’ trays.

4. Jotters should be retained until June when they can be used at transition meetings.
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