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How to use this book

Welcome to Work on your Handwriting!

This is a practical workbook to help you work on your handwriting in English. You will learn
how to correctly write all upper-case and lower-case letters, and how to form words so that
they are clear and neat. You will practise using proper spacing and punctuation in sentences
and paragraphs, so that your handwriting is easy for others to read.

You may find that writing in English is very different to writing in your own language, especially
if you usually write from right to left and/or use another alphabet. You can improve your
handwriting by looking carefully at the examples in this book, and completing the practice exercises.

The book is designed to work in different ways. For example, you can start at the beginning of
the book and work your way through to the end. Or, if you have specific areas of handwriting
that you want to work on, you can pick and choose the parts of the book that practise these skills.

Most important of all: you will get back what you put in. If you practise regularly, you will
change your handwriting faster. If you don't, you won't. It's simple, really.

You can use Work on your Handwriting:

* 3sa self-study course

e with a teacher in a classroom

A clear, detailed introduction
gives helpful advice about the
unit subject, and any specific
issues that it may involve.

Real handwriting
examples show you how
to form words correctly.

Simple instructions tell
you how to complete the
exercises on the page.

O

Single words v

Single words

This solid-line example
| | word shows you how
the word should look.

Let's work on writing single words. When you write words in joined-yafriting, most lower-case
letters join up, as in this example:

street

upper-case letters

) line, and write each

India letter at the right size.

Here is an example of the words above written in joined-up witing: / You can write over the
dotted-line word first

Shﬂk f'm‘t to practise.

\&u&w Writing on a single
line gives you good

‘ ! page - practise in how you

50 Section C: Joined-up writing

Now let's practise writing some words in joined-up writing.

A\

The example words aboy

he practice guidelines are large;
50 that you can see s

he direction arrows on the |
to write each part of the letter in.

Fou should write them. This is
rows (3) show you which direction

The arrows on a

Ju,m,f) second example word
i I+ give directions to
follow to correctly write
Jump each letter.
Australia. /
The guide lines help
— you position your
510 any other ltters.The Australia.

words correctly on the

Look at this example:

will usually write in
everyday life.

4 Section A: Getting started



How to use this book

How this book works

This book has four sections:
* Section A introduces the tools and skills you need for good handwriting in English.

* Section B looks at print writing. Print writing is very important to use in many official
situations — for example, when you fill in forms.

* Section C looks at joined-up writing. You will use joined-up writing for most situations,
from taking notes in class to writing a thank-you note.

e Section D has games that you can play, to practise your handwriting and have some fun
at the same time.

Print writing and joined-up writing
Itis important that you learn how to correctly use the two types of handwriting in English —
print writing and joined-up writing.

In the print section, you will:

* learn how to write each letter of the alphabet correctly
* practise writing each letter

* work on writing letters with ascenders and descenders
* practise writing numbers

e learn about upper-case letters

* work on correct spacing between words

e learn about punctuation

* do free-writing exercises

In the joined-up writing section, you will:

* learn how to write each letter of the alphabet correctly

* practise writing each letter

* work on writing letter pairs

* practise writing words and groups of words

* learn to write sentences with correct spacing and punctuation
* practise writing sentences that include numbers

e work on writing paragraphs

* do free-writing exercises



Tips for good handwriting

Writing tools

Itis important to have good tools to practise your handwriting. You should have good-quality
pencils and rubbers for practice, and a pencil sharpener. Make sure you use HB pencils, known
as No. 2 pencils in other areas of the world.

Pencils are best for handwriting practice as you can erase any mistakes you make. You should
also have a pen, so that you can practise writing with this too. It is a good idea to keep all your
writing tools together in a pencil case.

Notebooks and paper

Students sometimes use very small notebooks. These are not good for handwriting practice
because there isn't enough space on each page to work.

Make sure that your notebook has standard A4-sized pages of lined paper.

(eerpee ot TR

8 Section A: Getting started



Tips for good handwriting

Holding the pen or pencil correctly

To write well, you must make sure you hold the pen or pencil correctly.

Here is an example of the ‘tripod’ grip, the most common way of holding a pen or pencil when
writing in English. The hand position is the same whether you use your right hand or your left
hand to write.

first finger

first finger

pen tip thumb thumb pen tip

right-handed tripod grip left-handed tripod grip

Rest the pen in the V' between your thumb and first finger. Hold the pen between your thumb,
first finger and middle finger. Put your first finger on top of the pen, and your middle finger and
thumb on each side of the pen. Your fingers should be 1 or 2 cm away from the pen tip.

Pencil grips

Students sometimes have problems holding onto a thin pencil or pen. You can buy things called
pencil grips to help with this. Pencil grips can also make it more comfortable to write for a long
period of time.

There are many different types of pencil grips. You can buy them in a stationer’s shop (a shop
that sells writing tools and materials), or you can buy them on the internet.

Here is an example of one kind of pencil grip:
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Introduction to print writing

Print writing is used when handwriting needs to be extremely clear and easy to read — for
example, when writing details on a luggage tag that goes on a suitcase when you travel.

name  Oliver Ruckia
Address D) S\r\u‘) Dkreek,
London Nio 8LF
ooty Uniked K(nsckom
releprone 020 543\ 7026

Print writing should always be used for official forms, such as job applications, that we use to give
important information about ourselves. Many of these forms are looked at (scanned) by computers
and must be very easy to read.

Application for Employment

Position applied for: Oggice P\c&mlrixstru‘cor

Name: Amia) \Iu

Addresszﬂﬂﬁkm_mu_&mi,mmshi\'ﬁﬁ%—_‘—
Email:mnﬁgjﬂﬁ&nm\_.cm_‘ Mobile: 07825 146 L3

Give details of your most recent employment:

Position: MAML Name of business or employer: M

Dates of employment: QJJQS#MLFLC;Q&\; Rate of pay: -£13,000 p.a.
What were your duties? ﬁmﬁuﬁﬁ:&n:ﬁro.um:\aﬁﬂa‘)&mnm@_‘

Q eclung Q O Qu 2xren (.2.DO .en opening QNnad ¢ D |t

DO AL NCeping AN\ onta LnYorm.Q oNn D Q Aqtle

Section B: Print writing



Introduction to print writing

Print letters

There are 26 letters in the English alphabet. On this page, you can see how the upper-case and
lower-case letters look in print writing.

Upper-case letters (also called capital letters):

ABCDEFG
HIJKLMNO
PQRSTUV
WXY[Z

Lower-case letters (also called small letters):

abcdefg
hi]/clmno

qu/rstuv

WX\(jZ



Print letters Aa-Ee

We will start by practising the print letters. It is important to form single letters correctly before
moving on to writing words and sentences. We will practise both upper-case (A) and lower-case
(a) letters.

The example letters above the practice guidelines are larger than you should write them. This is

so that you can see the direction arrows on the letters. The arrows (\) show you which direction

to write each part of the letter in. Sometimes the arrows have numbers, to tell you which part of
the letter to write first and when to lift your pen to start a new part of the letter. If there is only a
number 1, write the letter without lifting your pen from the paper.

Aa

Now practise your A and a on a single line.

A

a

B b

Now practise your B and b on a single line.

B

b

12 Section B: Print writing



Print letters Aa—Ee

Now practise your € and ¢ on a single line.

Now practise your D and d on a single line.

Now practise your E and e on a single line.

£

2




Joined-up letters a—g

Let's practise writing joined-up letters. It is important to write single letters correctly before
moving on to writing words and sentences.

Upper-case letters (A) do not join up. For this reason, you will practise only lower-case letters (a)
in the joined-up letters section.

The example letters above the practice guidelines are larger than you should write them. This is
so that you can see the direction arrows on the letters. The arrows (\) show you which direction
to write each part of the letter in. Sometimes the arrows have numbers, to tell you which part of
the letter to write first and when to lift your pen to start a new part of the letter. If there is only a
number 1, write the letter without lifting your pen from the paper.

a

Now practise your a on a single line.

Now practise your b on a single line.

Now practise your ¢ on a single line.

C

38 Section C: Joined-up writing



d

Joined-up letters a—g

Now practise your d on a single line.

d

)

Now practise your e on a single line.

Now practise your f on a single line.

Now practise your g on a single line.

39
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Joined-up letters x-z

1. et
RS
2.5

Now practise your x on a single line.

Now practise youry on a single line.

Now practise your z on a single line.

Z

Practise each of the lower-case joined-up letters again here. Write in the space next to each

example letter:

a h ¢ d e f g h i j k [ m
J o J J

n_ o p g [ S
rr

Section C: Joined-up writing
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Letter pairs ch th wh

In joined-up writing, you connect — or join — most of the letters when you write a word.
Now that you have practised writing single joined-up letters, you can move on to writing
letter pairs — two letters that go together. On this page, let’s practise writing ch, th and wh.

The example letters above the practice guidelines are larger than you should write them. This is

so that you can see the direction arrows on the letters. The arrows (\) show you which direction
to write each part of the letter in.

ch

Now practise your ch on a single line.

Now practise your th on a single line.

Now practise your wh on a single line.

wh

45
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Punctuation and spacing

The rules for correct spacing with punctuation marks are the same when you use print writing
or joined-up writing:

* There is never a space before the punctuation mark.

e There is always a single space after the punctuation mark.

This means that there is always a single space between each sentence that we write.
A punctuation mark never joins up with the letter before it.

Here is an example of correct spacing between sentences:
Wdogixshungry. Wen,ezdtofezdi/t./wﬂlbuy

In each sentence, there is no space between the full stop and the letter before it. The full stop is
also not joined to the letter before it. There is a single space after each full stop, and this means
that there is one space between each sentence.

Here is an example of incorrect spacing in a sentence:

Wda\gixshmgry. Wen,ezdtofezdut./wiﬂbuy

So0me

At the end of the first sentence, there are two spaces between the full stop and the letter after
it. There is no space between the last two sentences. In the third sentence, there is a space
between the full stop and the letter before it.

Section C: Joined-up writing



Punctuation and spacing

Now let’s practise writing sentences with correct spacing, on the guidelines below the example
and then on the single lines:

/’mgomg on hctw/.ay Amira, John and Taiki are
commgtao.

/WUchmEaatLondon.Whmdoyou work? Do
Hou&ko,l;t?

AregoucmnMgtothepaﬂc?/tUswme toda,y./

53



Sentences

When you feel that you have practised enough with letters and words, you can move on to
writing sentences.

As you write your sentences, remember the basic things that you must do:
* Make sure that your letters are the same size and shape each time you write them.

e Be careful to make your ascenders and descenders touch the top and bottom guidelines.
Remember where these guidelines would be when you write on a single line.

* Keep equal spaces between words (see pages 28-29 for more help with this).

* Use a full stop, question mark or exclamation mark at the end of every sentence.

Write on the guidelines and the single line below each example sentence.

The troin is late.

Do Hwtramela,l,otfarwk?

MyfaAmwweTVSjwwwonmught.

54 Section C: Joined-up writing



Sentences

What is your name?

/ha/welj/vedmfap,an, Fronce and Russia.

/tixsrwnmgagmtodag!

She plays foothall, tennis and squash.

Heﬁkmgwtomthm.

55



Complete the long

Pa

ragraphs

This section will practise writing longer paragraphs. You will fill in gaps in the paragraphs to
complete them.

This paragraph below is about learning English. Look at the words listed above the paragraph.
Choose which word (or group of words) goes in which blank space.

English language on the internet
speak international make friends
opportunities jobs

Englmhusawymwtam for me
tos,wdg Younmdtospzukf lish. well for
manyummycowby fyoulzqnto

interesting in other countries too.
/V\anylo,eop&aﬂwt/wwo‘ddspﬁakf lish.

It is an Q.
pzoptemoﬁwcmub;wliuag %

are lots of websites and chatrooms where

rrw»yp,ij,zs,pﬁakfngwsh | like to
vwﬂxpﬁoplzvvfwsp,m/cfngm can prochise
mywviht/m and have a nice chat
at the same time!

68 Section C: Joined-up writing



Complete the long paragraphs

This paragraph is about exercise. Fill in the gaps with the words (or groups of words) listed
above the paragraph.

better bad day healthy fitness
strong lungs run time

a few minutes exercise a bike ride
heart healthy weight stress

h.wlfhy. S%mmd,wmmnmkzyw
muscles and M,wmhﬂp
pﬁoplzto at a Last

sayt/w,tuthd,p/storedxmt/wr levels
/fywamfmwmga gO‘ll'lngT(L
., aswun or can you

69



Crossword

The crossword puzzle is a popular way to spend a Sunday afternoon. Read the clues and write
the answers in the numbered spaces on the crossword. There is a number in brackets after each
one of the clues. This is the number of letters in the answer word.

You should use upper-case letters to fill in the crossword. People complete crosswords with
upper-case letters so that their answers are clear and easy to read.

Across

3 The most popular sport in the world (8)

Something you can do when you listen to music (5)

4
6 Something you use to talk with your friends and family (6, 5)
7

A place where you can eat food and relax with friends (10)

Down
1 The capital of England (6)
2 A person who goes to a school and studies (7)

5 Something you write in when you are in class (8)

78 Section D: Games and puzzles




Wordsearch

This wordsearch is great practice for your handwriting. You must find the words below.
The words are in straight lines forwards, backwards, up and down. However, before you can
circle the words, you have to trace (write over) each print letter.

study vocabulary review
practise pencil
language handwriting notebook
erase sentence

79
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