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               Love one another as I have loved you

Presentation Policy

Our Mission
Share God’s love with one another
Follow your dreams
Excel in citizenship

Our Mission is to:
· Be a witness to the values, teaching and beliefs of the Roman Catholic Church
· Promote achievement and enjoyment for all
· Expect the best for individuals
· Inspire learning
· Collaborate with the community
· Promote a healthy and safe life style
· Create a sustainable school
· Continually strive to be effective

Aims
· For pupils and staff to have high expectations for the presentation of work that is consistent throughout the school
· For pupils to present their work to the best of their ability
· For pupils to take pride in the work they produce
· For work that is unacceptable to be re-done at the discretion of the class teacher, regarding quantity and time for specific pupils, to raise standards
· For the presentation and layout of work to be appropriate for the age and needs of the pupils
· Work in books demonstrates written evidence of a pupil’s progress
· Staff to feedback using ‘Feedback Policy’ guidelines to raise standards 
· For staff to write clearly sustaining high standards and setting an example
· Examples of best practice evident in each classroom for pupils to have as a reference point

Presentation
This should be relevant to the age of the pupils with the use of appropriate books and lines 
Sharp pencils are to be used at all times- each class should have a blunt/sharp pencils pot for efficiency
All work should be dated and included in books to provide evidence of progress
Any paper added to books to be put in tidily, straight and fits inside the edges of the page

Written pieces of work
LO clearly stated at the top of each new piece of work – either written or typed

From Year 2 upwards, pupils should date and title work as follows:

                                                                                                              12th September 2021
LO: I can write a diary entry using the correct features (written on line under the date)

(Date to the top right of each page, LO written in the margin with LO written on the line and underlined using a ruler. Please use a pencil to underline.)

Success criteria to be clearly established and included at the start of piece of work for relevant writing.

Leave a line before starting writing



Pupils should write in pencil until Year 6. When the children use a pen in Year 6, they may write in blue fibre tip pen provided by the school. If standards of presentation drop, the pupil returns to work in pencil, until s/he earns back their pen. If a child makes a mistake with a pen, they should cross out using a ruler and a lead pencil, then write the correction in ink above.
Pencils should be sharp at all times to improve presentation of work.
Spare sharp pencils should be available so as not to waste valuable lesson time sharpening.

From Year 3 upwards headings should be underlined with a ruler.
Margins should be used appropriately.
Pupils should write up against the margin, unless otherwise specified.

KS1 feedback stamps at the bottom right of the end of a piece of work.
The feedback policy marking system eg: WT, MA, A, GD to be written to the right of the LO in the margin.

Teacher to feedback using green pen.
Punctuation mistakes to be identified for relevant pieces of work.
A ‘Wow’ comment to praise aspects of work related to LO where deemed appropriate
A ‘Now’ objective to work on immediately or a question to answer may be included in written comments, if verbal feedback has not been given
Every pupil is to be given response time at the start of the next lesson to respond to marking or listen attentively to whole class feedback, acting upon instructions where required. In mathematics, this may occur during early morning maths time.

Mathematics work
For work in maths and science books, the short date is written on the top right of the piece of work eg: 12.9.21 with LO to the left of each page eg: 

LO: To recognise the place value of each digit in a three-digit number                                        12.9.21

Leave a line before starting work

One digit only should be written in each square.

Corrections should be clearly identified and the word Corrections underlined (Yr 3 upwards).

Feedback completed in green pen.




	
This policy was updated April 2024. The policy was ratified by the Standards and Curriculum Committee of the Governing Body on 20th May 2024.

The policy will be monitored by members of the Senior Management Team and Chair of the Standards and Curriculum Committee and will be reviewed every two years.

Signed:   Sylvia Cockroft	       Date: 20.5.24     Chair of Standards and Curriculum Committee

Signed:   Diana Pearce	       Date: 20.5.24	Headteacher
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