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Handwriting Policy 

 

   

The purpose of this policy is to produce a consistent approach towards the 

handwriting and presentation of work at West Melton Primary School.   

Quality presentation encourages children to work towards a high standard and 

take pride in every piece of work they produce. A consistent approach by all staff 

should enable pupils to leave primary school with a legible, fluent and cursive 

handwriting style.  

 

Aims     

In order to achieve this, our aims are:     

• To develop the correct pencil grip to ensure a comfortable hand.  

• For all children to develop a handwriting style that is consistent in size, 

orientation and formation, leading into a joined style.  

• For all children to develop a legible and comfortable handwriting style with 

increasing confidence, fluency and speed.  

• To make provision for left handed children to develop free flowing writing.  

• To make appropriate provision for any children with gross or fine motor 

skill difficulties.   

• To teach children to write from left to right and top to bottom of a page.   

• To become competent when using a range of writing implements.   

• To acknowledge effort, celebrate achievement and value the written work 

of all pupils.  

• To ensure that there is consistency and high standards in the presentation 

of work.   

• To set consistent standards and raise expectations of all children.  

• To support high quality teaching and learning.      

 

We recognise that handwriting is a whole-school issue and that it is inextricably 

linked to the teaching of phonics and spelling. Handwriting is a skill that must be 

explicitly taught and practised regularly. 

 

At West Melton Primary School we follow the Martin Harvey method for teaching 

handwriting. This means that we do not follow a bought ‘scheme’; rather we use a 

consistent approach of teaching handwriting throughout the school using Martin 

Harvey’s guidelines and clear terminology.  

 

The approach progresses through the school with an emphasis being placed on 

the use of consistent language.  

 

 



 

 

Language to use  
 

1. Two hands. Insist on children always using two hands when writing. One 
hand to hold the paper and one hand to write with. 

 
2. Six feet. Children must always keep six feet on the floor. Their own two    
          feet and the chair's four feet. This means that the child does not kneel 
          or sit cross legged on the chair. Neither do they rock backwards or 
          forwards on the chair. 
 
3. BBC. Ensure that children always sit in the BBC position – Bottom 

          Back in Chair. This means that they never sit with the chair sticking out 
          and their bottom on the front edge of the chair. 
 
4. TNT. Tummy Near Table. This ensures that the child is sitting with their 
           body close to their work, instead of having to stretch forward to write. 
 
5. Paper position. The paper should be upright when the child is writing or at an 

          angle not greater than 45 degrees. When children turn their paper to an 
          angle greater than this, it is often because the pencil is being held with the  
          thumb in a position which blocks the child's view of the pencil point. 
 

 
Good posture and correct seating position are vital components of developing good 
handwriting. The habits above must not be seen just as good habits for handwriting. 
They must be insisted upon in all subject areas, throughout the school day, 
otherwise their impact is reduced. It has to be seen as the correct way, indeed the 
only way, rather than what is expected merely in handwriting lessons. 
 

 

 



 

 

 

 

 



 

 

 

 
 

 

CLASSROOM ORGANISATION 
 

• Ensure that all children have good viewing of teacher modelling during 
handwriting lessons. Children must be either facing the board or sideways on 
to it. No children should have their backs to the board.  

 
• Children need to have enough desk space when they are writing. Ensure that 

desks are uncluttered. 
 

• Take left-handed children into consideration. Where children are sitting in 
pairs, the left- hander should be sitting to the left. This ensures that both left 
and right handed children have sufficient space to work comfortably. 

 
•  Ensure that there is sufficient natural light in the classroom .    

 
• Ensure that children's writing is clearly visible in the classroom. 

 

 

Tools and Resources Needed 

• Good quality sharp HB pencils. 

• Staedtler 309 Black Handwriting pens. 

• Children move from pencil to pen if a consistent and fluent style is achieved – 

Children will be awarded with a pen licence. 

• Martin Harvey’s Line guided paper (different sizes for different abilities) 

 

 

 

 

 



 

 

Teaching Style 

• Teachers model handwriting during a lesson using a whiteboard and marker pen. 

• Teachers should model right and left-handed movements.  

• Left handed children can be encouraged to model for the class.  

• The quality of ‘teacher talk’ during modelling and the lesson in general is vital.  

• Teachers will vocalize the size and shape of letters, the movement of the pencil 

and the nature of joins. 

• Each teacher demonstration is followed by children’s practice lasting about 2 

minutes. 

• Teachers and Teaching Assistants constantly move around  the class while 

children are writing to reinforce teaching objectives, assess progress and offer 

praise or support  as necessary. They should model in children's books in green 

pen and children should use purple pen to correct.  

• Letters should touch both lines on the narrow bands, but not go above the top 

line or below the bottom line.  

• Tall letters go up to the top broken line on the line guide.  

• Descending letters go to the bottom broken line on the line guide.  

• The letter ‘t’ ends halfway between the top solid line and the top broken line.  

• Letters b/p/s/g/y/j are never joined to other letters.  

• Numbers are the same height as capital letters.  

• Capital letters are never joined to other letters. 

• All other letters sit between the top and bottom solid lines, touching both. 

• Letter formation exercises should be on photocopied line guides. These can be 

stuck into the back of the Literacy folders.  

• The joining of letters begins in Year 2.  

 

Timetabling 

• In the Autumn term each class should commit to a 15min daily handwriting 

lesson, with the date being written only once a week on a Monday. 

What happens then? 
 
The school will carry out a review of how handwriting has progressed so far, with a 
scrutiny of writing samples from various year groups. At this point the classes would 
be able to reduce the frequency of lessons; perhaps two lessons a week in upper 
KS2 and three lessons per week in lower KS2, but with a big emphasis on applying 
skills from handwriting lessons in writing tasks of varying length, across the 
curriculum. 
 
In Y1 and Y2, lessons could be reduced to two per week. In Foundation stage, 
activities are taking place every day to develop gross motor skills, finger strength, 
fine motor skills and pencil control. 
 
After Christmas and Easter holidays, there should be a week where handwriting is 



 

 

taught daily in each class, in order to re-establish high standards. 
 
Within the framework above, there should be a degree of flexibility. A teacher who 
recognises that handwriting standards have slipped in their own class, will have the 
freedom use their own professional judgement, perhaps after consultation with SLT, 
to re-establish high standards by having a week of daily handwriting lessons. 

 

 

Assessment 

We will use the following criteria to identify particular problems in individuals and 

provide support.: 

• Does the child adopt the correct posture?  

• Does the child hold the pen/pencil correctly? 

 • Does the child use the correct movement when forming and joining letters?  

• Does the child reverse or invert any letters?  

• Does the child write fluently and rhythmically?  

• Is the writing easily legible?  

• Is the book/paper slanted appropriately? 

We use this criteria to assess handwriting. Self and peer assessment are particularly 

encouraged. 

 E.g. ‘Place a dot under your best letter and tell your partner why you have chosen 

this using the handwriting language’. 

 

Celebration of Achievement and progress 

At West Melton we will celebrate achievement on a weekly basis through selecting 

one ‘Handwriting Hero’ per class to be awarded a certificate in assembly and receive 

a mask and cape to wear on the following Monday (in FS/KS1) and wear non 

uniform for the day in KS2. 

Additional to this, ‘star writers’ are also chosen each week to display their work and 

receive a certificate in assembly. 

Consistent and fluent handwriting across the curriculum will result in the 

achievement of a ‘Pen Licence’ award and school pen given. We aim for children to 

achieve this by the end of year 2. 

 

 

 



 

 

THREE LEVELS OF PRESENTATION FOR CHILDREN 
 
There are occasions when writing tasks or handwritten recording of work in different 
curriculum areas should be presented beautifully and times where presentation is 
less important. This is best explained by the three levels of presentation shown 
below. 
 

1. Highest level of presentation. For example, where the teacher says to the 
class, “With the Science investigation we have just finished, we are going to 
write it up beautifully with written explanations in your finest handwriting, with 
well constructed tables of results and carefully drawn diagrams. We are going 
to use plain paper of various sizes and line guides. I want you to feel really 
proud of your completed work and I want you to make your teacher very 
proud. I have a big, empty display board waiting for your work.” 

 
2. Lowest level of presentation. 

           eg. Children are working in small groups with large sheets of sugar paper and     
           marker pens. Teacher says, “ You have two minutes to write a superb    
           sentence about the way the bare tree across the playground is moving in the 
          January breeze.”Children are writing at speed, inserting extra words to  
           improve their sentence and perhaps crossing out.  Presentation does not     
           matter at all in this type of task. 
 

3. Middle level of presentation. This is where children work in exercise books.    
eg. 

          Skills work in a literacy lesson; exercises on prefixes, suffixes, comprehension  
          Work how to write extended sentences. There should be clear evidence of the      
          school's handwriting style, with finger spaces and correct joins where they   
          have been taught. With this type of task, the high quality of the top level of   
          presentation should not be expected or demanded, but the lowest level of  
          presentation would be totally unacceptable. 
 

ADULT HANDWRITING 
 
As with the three levels of presentation for children, there are times when adults in 
school must produce their finest handwriting and times when good handwriting 
matters less. 
 
Top level of handwriting. During handwriting lessons or when producing 
handwritten labels to go with displays of children's work. 
 
Middle level of handwriting. Handwritten comments in children's exercise books. 
These should be neatly written, using the school's handwriting style. If they are 
written untidily, they can be inaccessible to the children, making the written comment 
worthless. Badly written comments give children mixed and contradictory messages. 
Due to the time required to write perhaps thirty handwritten comments, it is 
unrealistic for these to be written to the top level standards. The same principles as 
the middle level of presentation for children's writing should apply here. 
 
Bottom level of handwriting. This is where the quality of adult handwriting does not 



 

 

matter at all. eg. A guided writing activity.  If a class or group of children are offering 
adjectives and adverbs in rapid succession to enhance a sentence, it would be 
counter productive for the adult to write slowly and meticulously in their most 
beautiful handwriting. Guided writing should be short, sharp and pacey. In this 
bottom level of handwriting, with crossings out, insertion of extra words and arrows 
to move sections of language within the sentence, the only criteria should be that the 
children are able to read what the adult has written.   
 

TRANSFERING SKILLS FROM HANDWRITING LESSONS TO  
OTHER WRITING TASKS ACROSS THE CURRICULUM 

 
How to achieve this. The three key words are:      insist    motivate     expect 
 
At West Melton, all staff should: 
 
Insist on correct posture and correct sitting position throughout the school day 

Insist on correct letter formation and correct letter joins in cross-curricular writing 

Insist on children producing their very best whenever it is required. 
 
Motivate children by giving copious amounts of praise and dojos when it is merited 

Motivate children by telling them exactly what you are looking for. 
Motivate children by showing them exactly what you are looking for 
Motivate children by celebrating their efforts and achievements with displays of their 
written work, showing it is valued. 
 
Make it clear to children that what you expect from them is their very best at all 
times. 
Make it clear to children that nothing less than their own best is acceptable. 
 
Other subject areas: 
Where possible, staff must use the same lines for writing tasks as the ones used in 
handwriting lessons. This plays an enormous part in helping children to transfer 
handwriting skills to written work across the curriculum. 
 

Consistency is a key word. 
 
Consistency in terms of the handwriting style and letter shapes being taught 
 
Consistency in terms of how handwriting lessons are taught 
 
Consistency in terms of the way teaching materials and writing tools are used 

 

Consistency in terms of the teaching language which is used 

 
Consistency in terms of all members of staff supporting and believing in this drive for 
excellence in handwriting. It has to be seen that this is what we are doing as a staff. 
It has to be seen that this is something that is happening in every class. It has to be 
seen that this is something we all believe in. The more that teachers give strong 
messages to pupils, showing they are really passionate about high quality 
presentation of work, the greater the likelihood of high standards being achieved. 



 

 

 
 
 

 

 

 

 

 

 

 


