
St. Ronan’s Primary School 
PRESENTATION CODE 

2014 
 
This Presentation Code was developed by a group of staff, pupils and 
parents between May-November 2013. 
 
The Code has been drawn up to help ensure consistency across the 
school from Primary 1 to Primary 7 and should be referred to by 
pupils, staff and parents in all written/typed work, including 
homework tasks. 
 
There are separate Codes for P.1, P.2, P.3-4 and P.5-7 with each one 
leading on from the other. 
 
This should be directly taught to learners and referred to regularly 
by all staff.  Poster versions will be issued for each classroom. 
 
We hope that everyone finds this useful. 
 
Thank you. 
 
K. J. Belleville 
Headteacher 
January 2014 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
St. Ronan’s Primary School 

PRESENTATION CODE: PRIMARY 1 
 Term 1 and 2 date stamp used 
 Term 3: Introduce short date – left hand side of page 
 Use a sharp pencil 
 Writing on bottom of page – drawing above 

Language/General Maths 
 Stay in lines and no white spaces 

or scribbling when 
drawing/colouring 

 Correct letter formation 
 Write on the line 
 Start writing at the left hand 

side of the page 
 Finger space between words 
 New page for each new day 

 Correct number formation 

 
 

St. Ronan’s Primary School 
PRESENTATION CODE: PRIMARY 2 

 Best handwriting at all times 
 Use a sharp writing pencil 
 Write on the line 
 Write title next to short date – leave a space 
 Miss a line under the title and date 
 Stay in lines and no white spaces or scribbling when drawing/colouring 
 Only use felt pens when asked 
 Cover homework jotters 

Language/General Maths 
 Stay in lines and no white spaces 

or scribbling when 
drawing/colouring 

 Correct letter formation 
 Write on the line 
 Start writing at the left hand 

side of the page 
 Finger space between words 
 New page for each new day 
 Term 3: Long date for 

handwriting 
 

 Correct number formation 
 Short date 
 One digit per box 

 



 
St. Ronan’s Primary School 

PRESENTATION CODE: PRIMARY 3-4 
 Best handwriting at all times 
 Write on the line 
 Use a sharp writing pencil 
 Write the date in the margin (if jotter has margin) 
 Write title next to the date – leave space 
 Underline the title 
 Miss a line under title and date 
 No doodling or graffiti 
 Cover homework jotters 
 
Drawing/colouring: 
 Stay in lines and no white spaces or scribbling 
 Only use felt pens when asked 

Language/General Maths 
 Long date for handwriting 
 Correct letter formation – begin 

to join 
 Question numbers in margin, e.g. 

1)  2) (if jotter has margin) 
 Indent a line to show a new 

paragraph (writing) 
 Miss a line to show a new 

paragraph (typing) 
 Miss a line and draw a line  after 

each day’s work 

 Short date and page number and 
underline 

 One digit per box 
 Work across the page 
 Leave two spaces between answers 

(across and under) 
 Question number then letter in 

brackets, e.g. 2) or 2 a) 
 Use comma 10,000 + 
 Draw a line between each day’s work 
 In vertical sums, number carried over 

to be written in small writing below the 
line 

 For fractions – whole number is 1 box, 
fraction in one box 

 
Typed Work 

 Use an easy to read font such as Arial, Comic Sans or Times New Roman 
 Use a minimum font size of 12 

 



 
St. Ronan’s Primary School 

PRESENTATION CODE: PRIMARY 5-7 
 Best handwriting at all times 
 Use a sharp writing pencil 
 Write on the line 
 Write the date in margin (if jotter has margin) 
 Write the title in the middle 
 Underline the title 
 Miss a line under the title and date 
 No doodling or graffiti 
 Cover Homework jotters 

Language/General Maths 
 Long date for handwriting 
 Correct letter formation/joins 
 Question numbers in margin, e.g. 

1)  2) (if jotter has margin) 
 Indent a line to show a new 

paragraph (writing) 
 Miss a line to show a new 

paragraph (typing) 
 Miss a line and draw a line  after 

each day’s work 

 Short date and page number and 
underline 

 One digit per box 
 Work across the page 
 Leave two spaces between 

answers (across and under) 
 Question number then letter in 

brackets, e.g. 2) or 2 a) 
 Use comma 10,000 + 
 Draw a line between each day’s 

work 
 In vertical sums, number carried 

over to be written in small writing 
below the line 

 For fractions – whole number is 1 
box, fraction in one box 

 
Typed Work 

 Use an easy to read font such as Arial, Comic Sans or Times New Roman 
 Use a minimum font size of 12 

 


