Newtyle Presentation Policy


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

presentation of work throughout the school. Children should all be aware of the

standards expected of them and know that this will apply whichever teacher is

taking the class. It will ensure expectations are raised by all staff and engender

in all children a sense of pride and ownership in how their work should look.
Jotter Usage Guide
Appendix 1 details the jotters to be used at each stage for all curricular areas. 

Marking, dating and titling of jotters

	
	Maths
	Written Work

	Teacher marking and comments
	· Use formative comments when appropriate (linked to WALT, LO and WILF, SC)

· Traffic light dots can be used to indicate quality 

· Use of stickers, stampers,  as appropriate
	· Formative comments should be recorded to inform pupils what was successful  and what their next step should be (this should be for the teaching group)

· 2 stars and a wish

· Box and a bubble

· Tickled pink/growing green

· Rubrics

· Checklist related to task

· Use of stickers, stampers,  as appropriate
· Formative comments can be recorded at the back of the jotter on an A4 sheet to help address next steps and see progression

	Peer/self marking
	· Traffic light dots could be used to indicate quality

· Children from P4 upwards should be encouraged to mark own/others work (ensure you monitor this)
	· When class are ready for this:

· Peer/self assessment checklists

· Rubrics

· 2 stars and a wish

· Tickled pink/growing green

· Use of post its to provide feedback



	Date
	· Digital date on LHS of jotter or mid P2 onwards (1.12.09)
	· From mid P2 onwards Written date starting at right hand side of margin, if there is a margin (Friday 1st December 2009)

	Underlined Title 

From P3 onwards each piece of work should have an underlined title
	· H3 P6 

	Title and unit number or page number

	Learning outcome
	· Record under the heading using the abbreviation WALT or LO
	· Record under the heading using the abbreviation WALT or LO

	Success criteria
	· Visually display for children to refer to
	· From P5 onwards children record success criteria under the LO using SC
· From P1-4 display success criteria for children to refer to. Children might also have success criteria checklists or finger prompts


General points for presentation in all jotters
· From P4 onwards the learning outcome should be recorded in all jotters (except handwriting, spelling test, mental test). This should be recorded under the heading using the abbreviation WALT of LO: in the margin or to the left of the page if no margin
· Lines - From P2 onwards ALL lines should be drawn with a ruler, this includes answer lines for vertical sums, tables, graphs, straight sided shapes, underlines under headings, labels on diagrams/pictures (teacher should spend time modelling this on the board or in class demonstration jotter)
· Question numbers - From P2 all question numbers should be noted and shown by a bracket, e.g. 2) as dots can be confused with decimal points
· Children should not draw or write anything on the covers of any exercise book – unless they are given a piece of paper to make a cover for the book
· A new page should only be used if there is less than 4 lines left on a previous page

· From P3 onwards, for every new piece of work, miss 1 line and draw a ruler line to rule off last piece of work 
· From P3 children will write on every line but will miss a line for a new paragraph
General points for presentation in maths jotters

· Squared jotters – from P2 onwards, each digit should be written in a separate box – teachers need to model this using class demonstration jotter

· Squared jotters - from P2 onwards, there should be at least one square between the question number and the actual sum and between each sum, both horizontally and vertically 

· All figures must be written neatly and clearly using correct formation (appropriate to ability)

· When using vertical layout, the answer should have ruler lines above and below the answer with the operation sign to the left of the sum
· Calculations involving decimals should see the point written on the line between the squares used for the units and tenths digits

· Sums which involve carrying - relevant digit written smaller than usual and put on top of the first answer line (known as ‘put it on the doorstep’) 

· Sums which involve decomposition - the digit remaining after exchange being written in the top left hand corner where the original digit appeared. This should be smaller than usual, and the original digit being scored out with 1 diagonal line – will hand write example here
Providing Formative Feedback
Formative comments should link directly to the success criteria but these useful prompts might give you some ideas
Useful prompts to encourage specific improvements might be:
· Tell us more about…

· Use another sentence/word/digit/picture here so that…

· Use one of these words….or one of your own to describe….

· Explain a bit more about…

· Describe how…

· How else can you…

Comments to direct children where to go for help:

· Look back at the way we worked out…and pinpoint the mistake you are making

· Go back to our work on …and check how you used the decimal point there. Compare it with what you have done here.
· You are mixing up ‘there’ and ‘their’. First check your glossary for an explanation and then rewrite the first three sentences to show that you have got it.

· Some good adverbs used here. Take a look at how Amy has used them with other ‘juicy’ words. Ask her to help you improve this paragraph.

Comments to consolidate and develop ideas:

· This is a much better opening sentence. Well done. Now think about a good way to end it, too.

· Your use of adjectives to describe the old lady is good. Now use the same approach to describe the house saying how it looks and sounds
Marking code
A marking code is displayed in all classes and used by all teachers. All pupils from P3 are aware of the code and can edit their work using this. In the early stages this code is gradually introduced and explained to the children. Please see appendix 2 
Monitoring of presentation policy  

The Head Teacher will monitor selected samples of jotters at all stages and in different curricular areas regularly, as well as having discussions with children about their work during learning and teaching visits. This is detailed in the monitoring calendar. 

Positive and constructive feedback will be given. This will ensure that the policy is being implemented on a consistent basis.
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