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INTERNAL LAYOUT OF BOOKS:
Starting a New Piece of Learning: 
· A new page will be started for new learning, unless it is appropriate to continue from a previous piece of work, where this is the case the short date will be written in the margin to demarcate the new learning;

Date will be recorded for each piece of learning:
· Writing and Curriculum books – Long date will be used in the top left hand corner;
· Maths and Science – Short date will be used in the top left hand corner;

Home Learning
· Where home learning is entered or stuck into books, this will be indicated as such;

Learning Intention:
· Will be provided for each piece of learning, this will be typed or handwritten dependent on the age of the child;
· Where it is handwritten, a line will be left under the date and the learning intention written on the left hand side of the page;

Underlining:
· Will not be used in Foundation or Key Stage 1;
· Will be used at Key Stage 2 using a ruler; 

Mistakes / Errors:
· Will either be rubbed out or one line put through the error.
· Mistakes must be made in order for children to make progress and children should understand this and not be desperate to erase mistakes. Teachers need to see what children were thinking, they cannot do this if learning – even a word – has been erased. For this reason we cross out mistakes with one pencil line. 
· A ruler should be used if the mistake is longer than a word.
· A child may use an eraser for best quality display work and fine illustrations or diagrams or one off mistakes.

Handwriting:
· All writing should follow the school’s handwriting approach and policy, based on the Monster Phonics font;

Marking
· Teachers model the school’s handwriting approach and policy, based on the Monster Phonics font
· Marking will demonstrate use of the marking code;

FONT: Monster Phonics
· The Monster Phonic font will be used for labelling books, marking code, printed text produced by the teacher;
· The Monster Phonic font will be modelled by adults providing marking and feedback in pupil books. 
INFORMATION SHARING: Where Leaders have Reviewed books:
· Books are routinely reviewed as part of information sharing, where a leader has reviewed a child’s book they will write a comment in the book for the child to share; 

Spellings:
· Spelling errors should be highlighted and the child asked to review them;
· The number highlighted should be limited to support the review process and the errors should be considered with due regard to the age and ability of the child;

Use of Pen and Pencil:
· A sharp pencil must always be used to write with.  
· When children can consistently write with a neat joined script they will move onto using a pen.  
· All maths work will be completed in pencil.  
· If pen is used for writing, in accordance with the Handwriting policy, it must be a school black pen only. No biros should be used. 
· A green biro is used for editing by the children.
· Felt pens are not used in exercise books unless it relates to the task.
· Gel pens are not be used in exercise books. 
· Pencil crayons should be used in exercise books. 
General Presentation of Learning:
· A ruler must be used to underline titles, draw charts and tables. 
· A ruler must be used for lines drawn in maths books. 
· A line space to be left for every new paragraph.  
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