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Jotter Policy & Practice

Rationale

The rationale behind this jotter policy is to ensure consistently high standards of presentation are maintained throughout all stages of our school. By establishing correct procedures in the early stages and embedding them as children progress to Primary Seven, we aim to achieve a unified and consistent approach to layout, presentation, and content across the school. Focused, meaningful feedback is a core element of this policy, supporting all learners in meeting set targets and achieving continuous improvement.
Aims

This jotter policy supports the following aims:

· Ensure children understand lesson purposes through clear explanations, instructions, and appropriately tailored written work.

· Provide meaningful feedback and opportunities for children to reflect on their progress, addressing gaps in knowledge and skills to support next steps in learning.

· Value and encourage all children’s contributions.

· Promote inclusion by ensuring every child experiences success, with achievements recognised and rewarded.

· Ensures consistent, high standards of work and presentation while fostering a positive and inclusive learning environment.
Presentation of Work and Labelling
Pupils in Christ The King Primary School are taught letter formation and fluency of handwriting.  In the early stages, pupils will be taught correct pencil grip to ensure good handwriting develops.  A combination of whiteboards and jotters will be used at the very early stages to allow children to practise formation.  As children progress into Primary 2 jotters will be increasingly used and from here onwards the following must be rigidly adhered to by all pupils:

· Begin on the first available line, except where there are only six lines left on the page

· Have underlined date and title where the age and stage of pupil allows – P3 onwards
· Begin at the margin, or at the left if there is not margin
· Have a horizontal line drawn with a ruler at the end of the exercise / piece of work
P1:
Letter formation to be taught daily in line with Active Literacy Programme

P2:
A Daily lesson for 15 minutes should focus on correct letter formation and size.  Finger spacing should be reinforced at this point.
P3:
A daily lesson for 10 minutes should focus on correct letter formation and size.  In the first term pupils should revisit correct letter formation and size.  Joining of handwriting should be introduced when the children have mastered correct letter formation.
P4/5:
Pupils should experience a taught lessons of 30 minutes per week.  This should focus on handwriting fluency and reinforce joins and correct letter formation and size.

P6/7:
Pupils should experience one taught lesson of up to 30 minutes focusing on fluency, joining, letter formation and size.  By this stage pupils’ formation of letters should reflect the principles and practice of Nelson Handwriting Scheme.  

           All jotters should be clearly labelled with:

• Full name

• Stage – for composite classes the stage should be underlined

• Curricular area

• Class Teacher
      Headings and Dates

All headings should begin with a capital letter. The date should be written at the right hand side of the page and should be recorded as in long written in literacy jotters and number in numeracy/maths The maths literacy concept should also be included in the heading. Where appropriate a heading may be abbreviated e.g. Weight - SHM 3 Pg 12 (maths jotter). 
19th August ’25 (literacy jotters)

23.11.12 (numeracy/maths jotter).
The children should write the date and heading and underline on the next line (miss a line then draw a line on the line)
Space

The class teacher should check that all children are making effective use of space in all jotters.  Children should ensure that they work to the bottom of the page.  All work should begin at the left hand side of the page or immediately to the right of the margin whichever is most appropriate.

On completion all work should be underlined.  If there are at least six lines left on a page this space must be used to begin a new piece of work.

There should be at least one piece of written work per day in literacy jotter.

Maths Jotters
· Leave two spaces between each sum and one empty box between each row.

· Sums should be laid out in a neat and orderly fashion reflecting one below the other.

· For all stages only one digit or sign should be written in a box. 

Literacy across the curriculum should be reinforced at all times in written mathematical language work i.e. children must use the correct spelling of e.g minutes, triangles, symmetry etc.

       Care of jotters
The child’s name, stage and subject should be written on the front of the Jotter and no other markings should be present on the covers.  Homework jotters may be covered by the pupils with materials which are appropriate for school use.
Marking of jotters
All comments in jotters should be formative and should link clearly to the learning intention discussed, shared/outlined or recorded at the start of the lesson.  Targets or next steps should be clear and concise linked to success criteria/benchmarks.
Teachers should ensure the correct usage of all grammar, punctuation and spelling in written feedback.
Indicate were verbal feedback has been given. Stickers and stampers should be used regularly for praise and incentive.

Green and Pink pen/pencil/highlighters should be used in line with ‘Green for Good / Pink for Think’ Approach. 

Evidence

All jotters must include evidence of:

· Shared Learning Intention
· Feedback/Formative Assessment

· Self and Peer Assessment, for example, Traffic Lights System

· Feedback should be linked to Learning Intention/Benchmarks

· Appropriate amount of written work within each jotter of the course of the term appropriate to the age, stage and ability of pupil. 

         New Jotters

When a new jotter is needed, the teacher should flick through the old jotter to check there are no missed pages or half pages, instructing the child to complete any missing spaces or pages. A number 2 should be written in ink on the top right cover to donate a second jotter. A number 3 on the third jotter and so on. Old jotters should be stored and instructions will be given about procedures at the end of the academic year. 

Policy Review

Policy Created January 2025

Scheduled Review: January 2026
