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SCHOOL POLICY FOR HANDWRITING 
 
School Aims:  
 

1. All school staff, governors and parents work in partnership for the benefit of all 

pupils. 

 

2. Teachers and support staff enable all pupils to achieve their full potential as 

independent life-long learners. 

 

 

3. Our broad, balanced and enriched curriculum promotes challenge, enabling all 

pupils to make a positive contribution towards their own achievement. 

 

4. We foster strong links with the community and encourage children to be responsible 

citizens, who are respectful and tolerant. 

 

 

5. We encourage initiative within a happy, healthy and safe environment where all 

achievement is valued and celebrated.  

 
 
Introduction 
 
We believe all children should leave in Year 6 with the ability to write using their own style 
of fast, fluent, legible and sustainable handwriting, as well as other styles of writing for 
specific purposes. In addition to teaching handwriting during our regular handwriting 
lessons, we have high expectations that what is taught and practiced in handwriting 
lessons will be used in all writing activities. We believe that handwriting is integral to a 
child’s personal development and know that children’s engagement and self-esteem can 
be improved by their satisfaction and pride in good quality presentation. 

Aims 

Handwriting is a taught skill that develops at different rates for different children. All of the 
teachers in the school put a priority on teaching handwriting and have high expectations 
for handwriting across the curriculum. Our school uses Penpals for Handwriting to ensure 
that: 

 The importance of handwriting is recognised and given appropriate time. 

 The progression of handwriting is consistent across the school. 

 Handwriting is acknowledged to be a whole body activity and emphasis is placed on 
correct posture and pencil grip for handwriting. 

 Expectations of left-handed children are equal to those of right-handed children, 
and appropriate advice and resources are available to ensure that they learn to 
write with a comfortable, straight wrist. 

 Handwriting is linked into grammar, punctuation and spelling in order to practise 
and contextualise all of the transcriptional and stylistic skills for writing. 
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 Children learn to self-assess their own writing and develop understanding and 
responsibility for improving it. 

 Children learn to write in different styles for different purposes such as print for 
labelling a diagram, illustrated capitals letters for creating a poster, swift jottings for 
writing notes, making a ‘best copy’ for presentation and fast, fluent and legible 
writing across the curriculum. 

Progression of skills 

Penpals enables us to teach and secure the development of handwriting throughout the 
school: 

 First, children experience the foundation of handwriting through multi-sensory 
activities such as Dough Gym, Funky Fingers and Write Dance (EYFS Nursery and 
Reception). 

 Correct letter formation is taught, practised, applied and consolidated (EYFS and 
Yr1). 

 Joining is introduced only after correct letter formation is used automatically (Y1 
(summer term) /Y2/Y3). 

 Joins are introduced systematically and cumulatively (Y2–Y6). 

 As children practice joining, they pay attention to the size, proportion and spacing of 
their letters and words (Y3–Y6). 

 Once the joins are secure, a slope is introduced in order to support increased speed 
and fluency (Y4). 

 Children are introduced to different ways of joining in order that they can develop 
their own preferred personal style (Y6). 

In using Penpals, we ensure that our children follow the requirements and 

recommendations of the National Curriculum. We share the aspirations that children’s 

handwriting should be ‘sufficiently fluent and effortless for them to manage the general 

demands of the curriculum’ and that ‘problems with forming letters do not get in the way of 

their writing down what they want to say’. 

Handwriting tools 

Throughout their time in school, children use a range of tools for different purposes and 
styles of handwriting including: 

 A wide range of tools and media for mark-making in the EYFS. 

 Whiteboard pens throughout the school. 

 Fingers when writing on the interactive whiteboard. 

 Art supplies including coloured pens and pencils for posters, displays and artwork. 

 Sharp pencils for most writing until a pen licence is awarded. 

 A handwriting pen for when they sustain a good level of presentation. 

Handwriting is always introduced and practised in handwriting books and on lined paper so 
that children quickly learn about letter orientation including ascenders and descenders. As 
children’s fine motor skills improve and their letter formation or joining becomes 
increasingly accurate, the width between the lines they write on gradually decreases. 



- 4 - 
 

Policy: Handwriting November 2019 
Approved:  

Equality of opportunity 

All of our children have equal access to handwriting lessons and to the resources 
available. We recognise that some children take longer to develop the necessary skills and 
we cater for those children by providing additional opportunities for skills development. 
Children who need specific fine motor or handwriting interventions are identified early and 
the impact of interventions is carefully monitored. Children with a physical disability are 
catered for, and progress is monitored, according to their individual action plans. 
 
Handwriting Font Model Used 
 
Penpals for Handwriting. Font CD Rom available on all staff laptops and ipads. 
 
Teaching 
 
The basic letter shapes are introduced in this order (Appendix 1) 
 
 
Techniques for teaching letter formation 
 

 Adults model good handwriting all the time 

 Demonstrate and talk through the process 

 Encourage children to verbalise the process 

 Pupil forms letter in the air 

 Finger trace over tactile letters 

 Write over yellow letters or dotted letters 

 Draw round templates 

 Write in the sand with finger or stick 

 Write with chalk on chalkboard 

 Form letters with plasticine  

 Finger trace 
 
 
As motor skills increase the size of the writing will decrease. Pupils will start writing on 
plain paper, then as their writing improves lined paper is introduced. Lined handwriting 
books are introduced in the Summer term in Reception. 
 
Staff should use the program Penpals for Handwriting to show examples of word 
processed script in the classroom. 
 
The Handwriting alphabet is displayed in all classrooms and in KS2 an example of text 
showing the correct formation of handwriting.  
 
The teacher should model the writing with the pupil watching for the pupil to see the 
correct formation. The use of Writing Repeater (ictgames.com/writingRepeater/index.html) 
is a useful tool to use in lessons to model letter formation continuously freeing the teacher 
to intervene and support individual pupils. 
 
Ask the pupils to write the letter in the air, on the table, on their hand, on their partners 
back to develop the physical action of the letter.  
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The pupils are prepared for handwriting lessons through the introduction of a writing warm 
up which the teacher demonstrates and children copy to ensure the correct posture for 
writing.  
 

 Pencil on paper, ready to write, pencil sharpened pointing towards you 

 Move chair out a little from the table 

 Hands together, elbows sticking out, count to five out loud with the class 

 Clasp and pull, count to five again 

 Hug yourself for the count of five 

 Arms straight in the air for the count of five 

 Move chair back in and place hands flat on the desk, raise shoulders for a count of 
five 

 Pick (with the thumb and forefinger) and flick the writing implement. Teacher 
ensures all children have the correct pencil grip at this stage. 

 
The pupils then write a line of letters and self-assess their handwriting by drawing a smiley 
face above the letter they think is their best one. 
 
Phrasing for how to form each letter is detailed in the Penpals for Handwriting scheme.  
 
Pencil grip 
 
Children should write with a thick pencil in Nursery and Year R moving onto a thinner 
pencil. In Year 4 children receive their ‘pen licence’ certificate when they are ready to use 
a Handwriting Pen. They hold their writing implement using a tripod grip. 
 
Young children usually develop their pencil grasp in the following sequence: 

Palmar grasp: this is where the child's whole hand wraps around the pencil, so it's 
grasped in the palm of the hand. This usually develops between 12 and 18 months. 
'Hand on top of the pencil' grasp: Here, the child begins to grip the pencil with their 
fingers, with their wrist turned so that their hand is on top and the palm pointing towards 
the paper. They start to control their movements from the elbow, rather than the shoulder, 
and begin to be able to copy simple shapes like lines and circles. Children usually reach 
this stage between two and three years of age. 
Static tripod grasp: Somewhere around three and a half to four years, children start to 
hold their pencil with a rudimentary three-fingered grasp, using the thumb and index finger 
to pinch the pencil with the middle finger behind. The ring finger and little finger stay still, 
which limits their hand movement, but they are able to exert more control over their pencil, 
writing over dotted letter patterns and drawing simple people. 
Dynamic tripod grasp: This is the ideal pencil grip for smooth, fluent and effortless 
handwriting, and develops around five years of age. The thumb and first two fingers hold 
the pencil, while the ring and little fingers curl into the palm, creating a circular grasp. The 
movement of the pencil is controlled by the fingers, rather than the wrist or elbow. Children 
are now able to practice and perfect their letter formations. 
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Pictures showing the correct pencil grip are displayed in all EYFS and KS1 classrooms. 
Right handers 
 
Hold the pencil/pen lightly between the thumb and forefinger about 3cm away from the 
point. The paper should be placed to the right, slightly tilted to the left using the left hand to 
steady the paper. 
 
Left handers  
 
Hold the pencil/pen lightly between the thumb and forefinger about 3cm away from the 
point. The paper should be placed to the left, slightly tilted to the right using the right hand 
to steady the paper. Left handed pupils should sit on the left of their partner.  
 
Intervention Strategies 
 
For EYFS and KS1 pupils that struggle with their handwriting an intervention programme 
called ‘Write from the Start’ by Ion Teodorescu and Lois Addy can be used. This consists 
of two books which contain the Teodorescu Perceptuo-Motor Programme, for developing 
the fine motor and perceptual skills for effective handwriting. It develops the muscles of the 
hand to help children gain the necessary control to produce letter forms alongside the 
perceptual skills required to orientate and organise letters and words. There are a number 
of carefully graded exercises and activities which develop hand-eye co-ordination, form 
constancy, spatial organisation, figure-ground discrimination, orientation and laterality. 
 
For KS2 pupils ‘Speed Up!’ by Lois Addy is a tried-and-tested programme designed 
specifically for children aged 8-13, whose handwriting is slow, illegible or lacking in 
fluency. 
 
Other resources 
 

 Penagain Pencil ‘Y’ shape 

 Move easy pens 

 Stabilo easy original rollerball 

 Berol handwriting  

 Pencil grip  

 Writing slopes  

 Easygraph pencils (triangular design non slip grip mould) 

 Easy grip pencils 

 Success with Scissors by Alison Harris and Janet Taylor 
 
 
 
Handwriting in the Curriculum 
 
The focus on handwriting in the curriculum highlights its importance and making the 
connection between a child’s handwriting and their composition and spelling ability.  
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EYFS   
 
Early Learning Goal – Writing 
Children use their phonic knowledge to write words in ways which match their spoken 
sounds. They also write some irregular common words. They write simple sentences 
which can be read by themselves and others. Some words are spelt correctly and others 
are phonetically plausible. 
Typical behaviours that relate to handwriting for this learning goal:  
 

 Uses some clearly identifiable letters to communicate meaning, representing  
some sounds correctly and in sequence 
 Write own name and other things such as labels and captions 
 Attempt to write short sentences in meaningful context 

 

Core learning skills for handwriting: 

 Use a pencil and hold it effectively to form recognisable letters, most of which 
are formed correctly. 
 ‘Statutory framework for early years foundation stage’ March 2014, effective 
September 2014; Department for Education. 

 
Key Stage 1 
Statutory Requirements - Handwriting 
Pupils should be taught to: 

 sit correctly at a table, holding a pencil comfortably and correctly 
 begin to form lower-case letters in the correct direction, starting and finishing 
in the    right place 
 form capital letters 
 form digits 0-9 
 understand which letters belong to which handwriting ‘families’ (i.e. letters 
that are formed in similar ways) and to practice these.  

Notes and guidance (non-statutory) 
Handwriting requires frequent and discrete, direct teaching. Pupils should be able to form 
letters correctly and confidently. The size of the writing implement (pencil, pen) should not 
be too large for a young pupil’s hand. Whatever is being used should allow the pupil to 
hold it easily and correctly so that bad habits are avoided.  
Left-handed pupils should receive specific teaching to meet their needs. 
 
Year 2 
Statutory Requirements – Handwriting 
Pupils should be taught to: 

 form lower-case letters of the correct size relative to one another 

 start using some of the diagonal and horizontal strokes needed to join letters and 
understand which letters, when adjacent to one another, are best left unjoined 

 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. 
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Notes and guidance (non-statutory) 
Pupils should revise and practice correct letter formation frequently. They should be taught 
to write with a joined style as soon as they can form letters securely with the correct 
orientation. 
 
 
Lower KS2 (Year 3 & 4)  
Statutory Requirements – Handwriting 
Pupils should be taught to: 

 Use the diagonal and horizontal strokes that are needed to join letters and 
understand which letters, when adjacent to one another, are best left unjoined 

 Increase the legibility, consistency and quality of their handwriting for example, by 
ensuring that the down strokes of letters are parallel and equidistant; that lines of 
writing are spaced sufficiently so that ascenders and descenders of letters do not 
touch. 

Notes and guidance (non-statutory) 
Pupils should be joining handwriting throughout their independent writing. Handwriting 
should continue to be taught, with the aim of increasing the fluency with which pupils are 
able to write what they want to say. This, in turn, will support their composition and 
spelling. 
 
 
Upper KS2 (Year 5 & 6) 
Statutory Requirements – Handwriting and Presentation 
Pupils should be taught to: 

 Write legibly, fluently and with increasing speed by: 

 Choosing which shape of a letter to use when given choices and deciding whether 
or not to join specific letters 

 Choosing the writing implement that is best suited for a task. 
Notes and guidance (non-statutory) 
Pupils should continue to practice handwriting and be encouraged to increase the speed of 
it, so that problems with forming letters do not get in the way of their writing down what 
they want to say. They should be clear about what standard of handwriting is appropriate 
for a particular task, for example, quick notes or a final handwritten version. They should 
also be taught to use an unjoined style, for example, for labelling a diagram or data, writing 
an email address, or for algebra and capital letters, for example, for filling in a form. 
‘English Programmes of Study: Key stages 1 and 2 National curriculum in England’; 
September 2013’ (up-dated for implementation September 2014); Department for 
Education. 
 
Timetabling and use of Penpals handwriting books 
Nursery 
Each term 5 mins x 5 times per week - Dough Gym and Funky Fingers 
Continuous provision of gross motor activities and mark making. 
Letters in penpals print taught in Phase 2 Letters and Sounds order.  
 
Reception 
Autumn Term    5 mins x 5 times per week for Dough Gym and Funky Fingers 
Spring Term      5 mins x 5 times per week for Dough Gym and Funky Fingers 
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Summer Term Handwriting Book with dashed middle line spacing, introduction of letter 
families 10 minutes 5 times per week.  
All terms continuous provision activities for fine motor skills 
 
KS1 
Year 1 Each term Handwriting taught 10 mins x3 times per week. Recorded in their 
Handwriting book following Penpals Book 1. Begin to join in summer term. 
Ongoing continuous provision activities. 
 
Year 2 Handwriting book following Penpals Book 2. Set 1 further challenge using Penpals 
Book 3 in English lessons for those children able to join their writing confidently.  
 
Year 3  
Weekly handwriting session following Penpals scheme recorded in little purple handwriting 
books. 
Dictation weekly for spellings appropriate to needs of the children. 
 
Years 4, 5 and 6  
Dictation activity links handwriting and spelling. Recorded in their Spelling Journal x1 per 
week. 
 
Assessment  
 
Written work is marked in accordance to the DPS Feedback on Learning Policy. Where 
errors are made in the formation of letters and/or numbers in any piece of written work this 
is identified by the teacher to the pupil; the pupil then practises the correct formation of the 
letter/number or word following an example given by the teacher. 
 
Where additional needs are identified by the teacher, intervention strategies are put in 
place. These are monitored by the class teacher and outlined on the Year group Provision 
Map. The Provision Map is reviewed at least termly by the Year group and Inclusion 
Manger and discussed at accountability meetings between the Year Leader and SMT.  
 
Information for Parents/Carers 
 
Parents are provided with ‘Messages for Parents Penpals for Handwriting’ information 
sheets at Parent Induction meetings in September (see Appendix 2). These are also 
available on the school website along with the Handwriting Policy.  
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Appendix 1: EYFS and KS1 
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Appendix 1: KS2 
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Appendix 2: Foundation Stage 
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Appendix 2: Year 1 
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Appendix 2: Year 2 
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Appendix 2: Year 3 
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Appendix 2: Year 4 
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Appendix 2: Year 5 
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Appendix 2: Year 6 

 


