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Handwriting 

At Katherine Semar School, we believe that legible, economical handwriting is an essential tool 
that facilitates the entire manual writing activities children and adults undertake. We aim to 
teach the children to write in a style that enables the letters to be joined up easily. If they find 
the physical act of scribing achieving and comfortable, they will be likely to develop into 
confident effective writers.  

To ensure we achieve this we: 

• Regularly and consistently teach handwriting in all year groups. 
• Have the highest expectations of all children 
• Lead by example  

Penpals Scheme 

At Katherine Semar School we use the Penpals handwriting scheme across the school. A long 
term plan ( appendix 1) shows what is taught and when. 

 

The agreed letter formations are: 

 



Early years Handwriting: 

Ready to Write 

Consistent routines are taught to support a comfortable writing position and enable children to 
form letters legibly and to develop fluency. 

These routines focus on posture, pencil grip , paper position and pencil pressure. 

 A ‘Ready to Write’ poster (appendix 2) is displayed in each classroom which is supported by a 
more detailed diagrammatic explanation. 

In addition, a visual is used to support the development of  a tripod pencil grip  (appendix 3) 

 

Early Learning Goals: 

• Hold a pencil effectively in preparation for fluent writing – using the tripod grip in almost all 
cases;  

• Write recognisable letters, most of which are correctly formed; 

 

What does the practitioner need to do?  

• Provide ample opportunities for children to continue to develop their fine and gross 
motor control; 

• Provide a broad and varied range of materials to allow children to experiment with mark-
making; 

• Provide a range of thick, thin and triangular shaped pencils for the children to use, 
including ergonomic graphite pencils ; 

• Allow children to naturally develop a preference to holding a writing implement in one 
hand; 

• Intervene to help children hold a pencil effectively, use pencil grips to support this 
where necessary;  

• Introduce children to the correct letter formation as they are introduced to letter sounds 
and names in phonics using letter formation ditties;  

• Provide multi-sensory opportunities for children to learn and reinforce letter formation; 
• Introduce children to lower case letters and upper case letters; 
• Introduce children to the term ‘ascender’ and ‘descender’ to describe aspects of letter 

formation; 
• Provide extensive, inviting, opportunities for the children to apply their developing 

handwriting skills to child-initiated writing opportunities; 
• Move children from writing on blank paper to writing on lines as is developmentally 

appropriate; 
• Teach children to sit appropriately when writing; 
• Support children to place and hold their book/paper appropriately to allow them to write 

effectively. 

 

 



Key Stage One Handwriting:  

Key Stage 1 – working at the expected standard 

• ‘use the diagonal and horizontal strokes needed to join letters in some of their writing  
• write capital letters and digits of the correct size, orientation and relationship to one another and 

to lower case letters 
• use spacing between words that reflects the size of the letters.’ 

Key Stage 1 – working at greater depth within the expected standard 

• ‘use the diagonal and horizontal strokes needed to join letters in most of their writing.’ 

What does the practitioner need to do?  

• Provide ample opportunities for children to continue to develop their fine and gross 
motor control; 

• Provide a range of thick, thin and triangular shaped pencils for the children to use, 
including ergonomic graphite pencils ; 

• Teach children to sit appropriately when writing; 
• Reinforce letter formation using the Katherine Semar letter formation catchphrases; 
• Intervene to help children hold a pencil effectively, use pencil grips to support this 

where necessary;  
• Teach children to form letters of regular size and shape;  
• Teach children to start and finish letters correctly;  
• Introduce children to the term ‘ascender’ and ‘descender’ to describe aspects of letter 

formation; 
• Teach children to put regular spaces between letters and words;  
• Teach children to form lower – and upper-case letters;  
• Begin to teach children how to join letters. 
• Wherever possible, provide children with appropriately sized lines to write on.   

  

   

Introducing joining 

We introduce joined up writing as soon as possible once children are secure in the movements 
of each letter, usually summer term in Year 1.  When teaching joined handwriting, we distinguish 
between the letters that join with a diagonal line, those that join with a horizontal line and those 
which do not join.  These are taught progressively using the Penpal scheme ( appendix 4) 

Handwriting Hero 

In each Early Years and Key Stage 1 class a ‘Handwriting Hero’ will be chosen weekly.  This is a 
child who has worked particularly hard on a specific aspect of their handwriting and shown a 
significant improvement.  They will receive a certificate a have their work displayed in the 
classroom.   

Key Stage Two Handwriting:  

Key Stage 2 – working at the expected standard 



• ‘maintain legibility, fluency and speed in handwriting through choosing whether or not to join 
specific letters.’  

What does the practitioner need to do?  

• Reinforce correct letter formation, ensuring consistency of size and shape; 
• Remind children to hold a pencil effectively, use pencil grips to support this where 

necessary;  
• Use the term ‘ascender’ and ‘descender’ to describe aspects of letter formation; 
• Reinforce regular spaces between letters and words;  
• Systematically teach and reinforce correct joining patterns These are taught 

progressively using the Penpal scheme ( appendix 4) 
• Wherever possible, provide children with appropriately sized lines to write on.  

 

Pen Licences 

A pen licence should be issued once children have met the following criteria for their 
handwriting with a pencil: 

• Consistent letter size  
o ascenders and descenders need to be a suitable size and consistently formed. 
o Letters should not vary in height within a word or across a piece of writing. 
o Letters/words should be consistently angled – i.e. some words shouldn’t slant 

when others don’t or words start to slant in a piece of writing. 
• Consistent letter formation  

o this needs to be for all letters and letters should be formed as set out in this 
document. 

• Joined 
o joins to be consistently used and for all letters that need to be joined. 
o the joins themselves need to be correctly positioned and consistently sized. 

• Legible 
o joined handwriting needs to be readable. 
o all the above should lead to legible writing. 

• Good presentation of written work 
o no scribbling out or additional marks (however crossing out neatly with a line 

and ruler is acceptable). 
o care is taken to underline the date and LO and follow DUMTUMS. 
o teacher expectations for presentation are followed in written work. 

It should be noted that some styles of handwriting will be judged to be ‘neater’ than others but 
still base your judgments on the above criteria.  

In Year 3, the children are given a red sticker that is called a Provisional Pen Licence. This should 
be stuck in their English books. Children need to understand that teachers will be considering 
their writing in all their books.  

Children should be given a tick on the pen license label when they demonstrate and sustain the 
criteria above in a longer end of unit piece of English writing (or longer piece of writing in another 
subject) alongside being able to consistently demonstrate the criteria in their day to day writing.  



Once all three boxes are ticked, the children are awarded a pen licence. A green sticker is 
placed over the provisional licence sticker and the date is included. The children are given a 
named pen. 

The green pen licence sticker also has three boxes. If children stop meeting any of the criteria 
above, in any writing 

• warn them that they may receive a cross on their pen license and talk to them about 
what they need to work on.  

• Remind them over the course of a week then add a cross if no improvements are made. 
• Leave a week for improvements to be made with further reminders and if improvements 

continue to not be made add another cross.  
• Repeat this process and if the children receive three red crosses they lose their pen 

license and should be issued with a new provisional pen license.  
• The process starts again. 

Children in Year 6 should all be issued a pen from the start of year.  

Types of pens 

Children should only write in black. They may use their own pens but these must be fibre tipped 
pens or gel pens and not biros. Erasable pens should not be used.  

 

Left-Handed Children  

These children are noted, and given guidance to ease the process of writing, by the 
implementation of these simple strategies:  

• They are seated on the left of right-handed children, so their arms do not clash;  
• Their paper is tilted clockwise so they can see what they have written;  
• To avoid smudging their work, they are encouraged to position their fingers about 1.5cm 

away from the end of their writing implement. 

Children experiencing handwriting difficulties 

Pupils who need support have access to appropriate resources and equipment to enable them 
to make progress in handwriting in line with their peers e.g. pencil grips, paper positioning mat, 
different grade pencil (e.g. 2B if writing is very light), line width adaptation, theraputty… 

Teacher’s  seek advice form the English Leaders and /or SENCo   when further adaptations or 
support is required 

 

The Learning Environment  

We understand that in order to aspire to and achieve the highest standards in handwriting, 
children need to be surrounded by excellent models.   

• Adults will endeavour to provide the best possible models of handwriting in classroom 
displays, modelled writing and marking.    



• Although the use of creative fonts is encouraged for display purposes, it is expected that 
the majority of classroom signs, labels and text will demonstrate the agreed Penpals 
script as appropriate for the age of the children. This font should be available on all 
school PCs/laptops and is called ‘Sasoon Penpals Joined’. 

• Learning labels, worksheets and text printed for exercise books will wherever possible 
demonstrate the agreed Penpals font.  

 

 

Presentation 

Date and LO – Infants  

• Learning stickers or printed on the top of the worksheet. 
• They may write the short date in their guided reading, handwriting or phonics. 

Date and LO - Juniors 

• Children need to be taught DUMTUMS to help them set out the date and learning 
objective for each piece of work. 

• The date should not start on the top line but the second line down. This ensures the date 
is not written in the large white space at the top of a lined page.  

• Children should record the short date in maths and spelling/spelling test books and 
record the long date in all other books.  

D – Date 

U – Underline 

M – Miss a line 

T – Title (learning objective) 

U – Underline 

M – Miss a line 

S - Start 

General presentation 

• Highlighting - When children need to find specific words in a text as part of activity and a 
teacher requires them to use different colours, they should not usually use highlighters 
as it is difficult for children them to achieve a high level of presentation. Instead, 
children should underline words with a ruler in coloured pencils and a key should be 
used. Highlighters may be used in comprehension task to help children identify answers 
in a text.  

• Labelling - When labelling, children should always draw straight lines with a ruler and 
use a pencil e.g. labelling features in a model text/map/diagram.  

• Bullet points - Children need to be taught that bullet points should be placed in the 
margin halfway between the top and bottom line and should be no larger than a full 
stop.  



• Punctuation - Children need to be taught to form punctuation correctly and ensure it is 
the correct size and orientation e.g. commas angled the correct way, inverted commas 
to be two straight lines (no circular part).  

Worksheets 

• Worksheets need to be stuck in straight using the lines on the pages (including maths) to 
help them line up the sheets. 

• Children should not fold worksheets unless necessary (e.g. A3 sheet or an unusual 
shape) – make sure they are trimmed to fit into books. 

• Children should only write alongside a sheet if this follows teacher instruction (e.g. a 
knowledge strip) otherwise they should write underneath a sheet.  

 

Rubbers 

• Rubbers should not routinely be used by pupils. They should be encouraged to neatly 
cross out their written errors and to understand that incorrect workings in maths are part 
of their learning. They should neatly put a diagonal line in pencil through any incorrect 
workings in maths.  

• There may be exceptions where rubbers can be used e.g. for younger children, for shape 
work in maths and in art.  

Absence 

If children leave during a lesson they should write in the margin (or under their work in maths) in 
normal pen/pencil what they have gone out for e.g. gala, music lesson. 

If children have been absent for a lesson the teachers do not need to record this. However if a 
sheet needs to be stuck into a book for later reference e.g. model text this should be stuck in 
and ‘Absent’ written on the sheet.  

 

Self-marking and editing 

Guidelines for children marking and editing their own work can be found in the feedback policy.  

 

Maths specific presentation 

• One digit per box 
• New day, new page 
• Ensure I,  and  are straight – especially when modelling and recording  
• No margins  
• Unless specific space provided, calculations should be carried out in books, not on 

worksheets 
• Do not rule off between sections or at the end of a day.  
• When numbering questions, put a bracket or a dot after the number (do not circle the 

number) 
• Children should use normal handwriting in maths, using the line at the bottom of the 

squares to write on. 



Exemplification of presentation in Maths can be seen below. 
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Appendix 1 

 



 



Appendix 2               

  
 

 



Appendix 3  

 

  
 



 

 



Appendix 4 

Specific information on when and how letters join (from Pen Pals scheme) 
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