LITERACY POLICY 
Updated 12/06/2016 by Barbara Martin and staff team
The literacy policy is separated into sections for: speaking and listening, reading, writing, grammar and punctuation, handwriting and spelling. 
Expectations in literacy 

At the end of KS1, lower KS2 and upper KS2 it is expected that the majority of children at Marwood School will achieve at least the expected standard for the National Curriculum.  A high percentage of children are expected to exceed this standard. Provision will be made for under achieving children and interventions will be in place to aid their progress. It is expected that children will achieve at least the expected standard for their age group throughout the school. Foundation stage children need to meet their ELGs for Communication and Language.
Entitlement and curriculum provision 
The time allocated for English is in line with recommendations for KS1 and 2. This amounts to at least 7.5 hours per week at both key stages, it is expected that all other subjects contribute to pupils’ learning in literacy. We use a variety of teaching and learning styles. We aim to develop children’s knowledge, skills and understanding. Our thematic curriculum provides rich and meaningful opportunities for children to use, apply and develop their literacy skills in meaningful ways. Children have opportunities to learn inside and outside of the classroom and use ICT to further their communication and research skills. 

Leadership and Management 

The subject leader takes a lead in developing English and the teaching of literacy across the school; monitoring the effectiveness of teaching and learning and the use of resources. Teachers and LSAs can expect informal support from the subject leader. Support will also be provided to address issues arising from the SIP, through performance management and induction programmes. The Literacy Co-ordinator reports to the Headteacher. 

· The subject leader will attend area conferences and other appropriate training courses. 

· Whole-school training needs are identified as a result of the monitoring and evaluation programme. 

· Training needs are identified through induction programmes and performance management. 

· The subject leader will arrange for relevant advice and information from courses to be disseminated and where appropriate to be included in improvement planning.
· Where necessary, the subject leader leads (or arranges) school-based training. 

· The school makes best use of in-school expertise, Babcock LDP and National initiatives.

· The Head teacher and curriculum leader monitor Literacy throughout the school. 

Assessment and recording
· Teachers are responsible for regularly monitoring the progress of everyone in the class.
· Children’s progress is monitored carefully and interventions are put into place for children who are not on track. 

· Termly sampling and moderation of children’s literacy work in staff meetings across the whole school will maintain quality and help to identify any issues to be addressed.

· There are statutory assessment tests at the end of each key stage to monitor pupils’ progress and evaluate effectiveness.
·  Non-statutory tests are used at the end of Years 3, 4 and 5. 

· Summative assessments are made termly.
· The SENCO will monitor the progress of pupils with IEPs and pupils with concerns.
Continuity and progression

· Long term planning will be reviewed at the end of each school year. It will be adjusted to ensure coverage of all areas of the literacy curriculum and its component parts.

· Co-ordinators will monitor medium term planning through discussions with teachers.

· Teachers monitor long, medium and short-term planning to ensure full coverage of the literacy curriculum. 

· Teachers ensure that the curriculum is fully covered and adjust plans according to the needs of the class.
  Resources:
· Resources  are kept in the classrooms and shared across a Key Stage.

· Class teachers are responsible for ordering specific books from the Schools’ Library Service

· Displays, where appropriate, will ideally be interactive and will provide further information relevant to the unit of work.

· It is important for teachers and the coordinator to keep informed about new resources that may benefit out children. The coordinator will arrange for purchases to be made within the budget.
SPEAKING AND LISTENING 

Rationale

The ability to speak and listen is fundamental to pupils’ language and social development. It is essential for all areas of the curriculum as talk underpins learning and thinking. Focused listening is a skill which children need in order to learn. 
Expectations 

At the end of KS1, lower KS2 and upper KS2 it is expected that the majority of children will achieve the expected standard for the New Curriculum. A high percentage of children are expected to exceed this standard. Provision will be made for under achieving children and interventions will be in place to aid their progress. It is expected that children should achieve at least the expected standard for their age group throughout the school. Foundation stage children need to meet their ELGs for Communication and Language. Children are expected to talk with confidence and at an audible level and will be given opportunities to develop this vital skill throughout the curriculum.
Aims

· To encourage full and rich language development commensurate with every child’s capabilities.

· To ensure that each child is provided with opportunities to develop speaking and listening skills in a variety of different situations.

· To develop the confidence of children in expressing their ideas in an articulate manner.

· To ensure that every child develops good listening skills and enjoys the right of being listened to in their turn by peers and adults alike.
Entitlement and curriculum provision 
The breadth of study includes speaking, listening, drama activities, group discussion and interaction, public speaking, performance and debate. The majority of the school day consists of planned opportunities where children are required to listen carefully and respond to what they have heard, whether in play situations, or during curriculum time.
Foundation Stage

Speaking and listening is at the core of the programme for developing language and literacy in the Early Years Foundation Stage. Pupils have active learning opportunities to develop and practise their talk through play and exploration enabling them to listen attentively with increasing stamina and discrimination and to respond appropriately  and confidently when inter-acting with others. This provides a sound foundation for the programme of study for KS1. Children will be assessed on entry through ‘Speech and Language Link’. Interventions are put in place for children with concerns. 

KS1 and KS2 
The school follows the N.C. and plans for progression through each key stage. Pupils will be provided with many and varied contexts for talk as well as direct teaching in the skills of speaking and listening. A range of teaching methods are employed to engage all pupils in speaking and listening. Teachers set appropriate challenges for all pupils

Assessment and recording 
· Teachers are responsible for assessment in partnership with the subject leader and the Headteacher. 

· Teachers include assessment objectives for speaking and listening in lesson plans across the curriculum.

· Staff need to pay particular attention to the assessment of pupils with IEPs that relate to improving speaking and listening. 

· At the end of KS1 and KS2 teachers are required to give a summative assessment in speaking and listening. 

Pupils are assessed by teachers and TAs against the speaking and listening learning objectives taken from the National Curriculum using a rich variety of evidence such as:

· Observations of children’s spoken language in various situations.

· Drama activities.

· How well children are able to listen in different situations.

· How children speak in front of audiences, groups or one to one.

· How well children are able to express themselves in different areas of the curriculum.

Inclusion 
Where a pupil’s attainment falls significantly below the expected standard in speaking and listening special provision is made for additional support. EAL children need to have special consideration:it is important for staff to recognise and value a child’s home language to enable them to learn how to communicate with their peers in English. Staff need to be alert for signs of hearing loss in children and make provision for any temporary loss of hearing where needed. Children with permanent hearing impairment will be monitored by the SENCO and outside agencies.
HANDWRITING POLICY 
Rationale

As a school we recognise that handwriting is an important skill and children’s ability to write fluently for the rest of their lives depends on a good foundation of taught handwriting in the early years of their education. Handwriting is a developmental process with its own distinctive stages of progression from readiness for handwriting, through to letter joins, practising speed and fluency and higher presentation skills. A flexible, fluent and legible handwriting style empowers children to write with confidence and creativity. 
Expectations
By the end of KS1 most pupils will form all letters correctly and will have begun to use a joined up style.
By the end of KS2 the majority of children will have a legible and fluent joined up style of writing – children cannot be assessed as achieving “greater depth” in writing if their handwriting is not joined.
Aims

The principal aim is that handwriting becomes an automatic process which frees pupils to focus on the content of the writing. In order for this to occur, handwriting is taught in ways that enhance fluency, legibility, purposefulness and the opportunity for creative expression. It is important that children develop a legible joined up style which is fit for purpose eg a best handwriting style and a quicker (legible) style for note taking.

Pupils should continue to practise 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 address, or for algebra, and capital letters, for example, for filling in a form.
Entitlement and curriculum provision 
Handwriting is taught regularly in all classes. Explicit teaching of handwriting generally occurs outside literacy lessons, shared and guided writing provides many opportunities for the modelling and monitoring of handwriting. 

Handwriting is a skill which needs to be taught explicitly. Since handwriting is essentially a movement skill, correct modelling of the agreed style, by the teacher, is very important; it is not sufficient to require pupils to copy models from a published scheme or worksheet. We use the Christopher Jarman style of handwriting with some adjustments to aid fluency. EYFS will teach children the appropriate flicks on letters in preparation for joining up handwriting.

Assessment and recording

· Assessment of handwriting is an ongoing process and will take place formally and informally, during the regular, focused handwriting sessions and across other curricular areas. 
· Evidence of children’s progress and attainment, will serve to inform the children’s future learning targets and provide information when reporting to parents.

· Handwriting is formally assessed as part of SATs at the end of KS1 and 2

Continuity and progression

· The monitoring of the teaching of handwriting is carried out regularly by the coordinator and staff to ensure progression and high standards.
· Staff will plan handwriting sessions to reflect the needs of the class and to ensure that handwriting is taught regularly.
· Samples of children’s work will be collected and assessed in staff meetings to ensure good progression throughout the school.

Inclusion 
Some pupils need more support and a specific individual or group programme is drawn up in consultation with the SENCO. Teachers should be aware of children who have poor fine motor skills and provide opportunities to develop these across the curriculum. All teachers are aware of the specific needs of left-handed pupils and make appropriate provision. 
Resources

Each class has access to a range of handwriting resources in their classes as well as resources from the internet.
School provides appropriate sized pencils and handwriting pens.

Line guides are available in classes or on the internet.

The Christopher Jarman scheme is available for each class.

There is a Jarman font available on computers as well as jarman dotty.

http://www.fontspace.com/christopher-jarman 
Sloping surfaces and pencil grips are available in school.
SPELLING POLICY 

Rationale 
Spelling is important because it aids freedom in writing, eases communication and improves the writer’s self image. Misspelt words are a distraction to the reader and impinge on the quality of the content of the work. We recognise that spelling is a fundamental part of the writing process and believe that when spelling becomes automatic more thought and creativity can be put into the content. 

Expectations

· Children will achieve at least the expected level for their age-group throughout the school.

· The majority of children will exceed the national standards by the end of each key-stage.

· They will understand the importance of good spelling. 
· Spelling will be taught to all children and there is an expectation that the children will learn spellings and thereafter use them in their written work.
· They will use their phonic knowledge to spell.
· They will learn the spellings outlined in the National Curriculum appendices.
Aims

· To spell in such a way that the content of the work is clear.

· To ensure that children understand the look, read, cover, check method of learning to spell. 

· To ensure that children understand how to use spelling aids such as dictionaries, thesauri and spellcheckers.

· To gain the co-operation of parents/carers to help the child learn their spelling homework. 

· To give children strategies for learning spellings and to know how to find spellings as we do not want a fear of incorrect spelling to undermine children’s willingness and motivation to write using a broad range of ambitious vocabulary.
· To ensure complete coverage of the National curriculum.

· To promote an approach to spelling which emphasises its importance.

Entitlement  and curriculum provision

· Spelling will be taught in every class on a regular basis both within literacy and other curriculum subjects.

· There will be discrete spelling lessons in each class.

Using a variety of opportunities we will:

· Teach high-frequency words as set out in the Literacy framework. 

· Teach specialist words as used in different curriculum areas. 

·  Ensure that children are aware of and learn spelling patterns. 

·  Make sure that children have a good knowledge of the alphabet and a firm grounding in phonics. 

·  Teach a rigorous phonic programme to all children in KS1, and where necessary to KS2 children, using DEPs.

· Give regular spelling homework and spelling tests.

·  Identify misspelt words in children’s work and give children opportunities to learn their personal spelling targets.
 Assessment and recording.

Children will be tested at the end of each key-stage for SATs. They will be given regular spelling tests to monitor progress. Children will be tested on the words included in the National curriculum in order to identify unknown words to be revised. Dictations which put the words into context will be used for assessment regularly. Children will be expected to use correct spellings of learnt words and spelling patterns in their writing- this application of their learning will be assessed and there will be high expectations that key words will be spelt correctly. Lists of personal words which need to be learnt will also be monitored.

Continuity and progression

We use “No- Nonsense Spelling” from Babcock to ensure progression throughout the school. This scheme covers the whole spelling curriculum. We will also use other resources to augment this scheme e.g. Schofield and Sims for dictations. We will use a range of approaches to learning spellings. Children will be encouraged to “have a go“ at spelling words then checking them with an adult as they become more proficient.  

Resources 

“No Nonsense Spelling” is available to all classes on the “Cloud” as well a hard copy in each class. There are several  good resources available specifically for teaching spelling. Hamilton plans contain resources, Schofield and Sims is also used throughout the school for interventions.

Inclusion

Some children, who may be experiencing difficulties, will be given additional support in small groups or one to one led by teachers or teaching assistants. Their progress will be closely monitored by the class teacher in conjunction with the SENCO where relevant. Children who do not pass their phonic screening tests will be followed up and given interventions in order that they achieve this and continue to make progress.
Grammar and punctuation policy 

Rationale

Grammar is concerned with the way in which sentences are used in spoken language, in reading and in writing. Sentences are the construct which help give words their sense. The purpose of grammar teaching is to enable pupils to become conscious of patterns of language which they can apply in their own work to enhance meaning. 

The purpose of punctuation is to clarify the meaning of texts. Readers use punctuation to help make sense of written texts while writers use punctuation to help communicate intended meaning to the reader. 

Expectations

It is expected that children will learn how to use punctuation and grammar at an appropriate level throughout the school. Children will be able to use correct terminology and will be able to name, identify and explain grammatical terms and punctuation.  Children will be able to proof read and edit their own work as well as that of peers.At the end of each key stage it is expected that the majority of children will be working at least at the expected level.
Aims
· To provide direct teaching and accurate modelling. 

· To provide resources and an environment which promotes an understanding of grammar and punctuation.

· To teach children to be able to discuss grammar and punctuation.

· To enable children to understand the importance of the correct use of punctuation and grammar.

Entitlement  and curriculum provision

The National Curriculum gives a clear developmental programme for the 

introduction and acquisition of knowledge about grammar and punctuation. We also use the overview from Hamilton Trust to track coverage. Grammar and punctuation is taught within literacy lessons as part of sequences of work as well as in separate lessons to secure knowledge.

Assessment and recording

Assessment of grammar and punctuation is undertaken using conferencing and marking strategies which will inform next steps in learning. Grammar and Punctuation is assessed in our regular programme of writing assessment as well as at the end of each key-stage in SATs. We will make termly assessments of progress. We use formal tests of grammar and punctuation at regular intervals.

Continuity and progression

The NC gives guidance for the introduction and acquisition of knowledge about grammar and punctuation. Shared reading and writing provides a helpful context for the discussion and demonstration of grammatical features at word level (morphology), sentence level (syntax) and text level (conventions of style and organisation). Guided writing gives opportunities for the pupils to focus on specific aspects of grammar and punctuation, while the group/independent sessions provide helpful contexts for investigations and application of grammatical knowledge in pupils’ own writing. We use Hamilton Trust to ensure coverage and progression throughout the school as well as elicitation tasks which highlight which areas need revision or consolidation. 

Resources 

Classrooms use wall charts, grammatical terminology posters and examples of pupils’ investigations to stimulate and provide information. There are a range of books available in each class. The internet, especially TES, is a rich source of resources. “No Nonsense Grammar “ is used across the school.
Inclusion

Interventions will be in place for children not achieving the expected standard.

READING POLICY 
Rationale

The ability to read is fundamental to pupils’ development as independent learners. In order to read across the curriculum with fluency, accuracy, understanding and enjoyment pupils need to orchestrate the range of strategies, depicted in the N.C. drawing on knowledge of context and grammatical knowledge; applying phonic knowledge and skills; applying graphic knowledge and developing word recognition. 

Reading development is closely related to that of writing, for it is by reflecting upon and talking about the texts they encounter that pupils come to understand how writers write and the special relationship which exists between author and reader. It is through their critical and imaginative engagement with texts that pupils’ reading of fiction, poetry and non-fiction texts enables them to make sense of the world and their place in it
Expectations

It is expected that children will be at least at the expected level for their age- group throughout the school. The usual expectations of Marwood school apply i.e for the majority of children to be at least at the expected level and many to be exceeding this by the end of each key-stage.

Aims

We consider that it is important for our curriculum to enable children to:

· Read for pleasure

· Read to acquire knowledge 
· Read a wide range of quality texts 
· Make close links between reading and writing 
· Read fluently with confidence 
· Read to develop vocabulary 
· Select own choice of texts 

·  Read in all subjects
·  To understand that reading is a means of locating information
·  Experience reading all genres of texts.
·  Read with expression and to perform to an audience

Entitlement and curriculum provision

A range of teaching methods are used at Marwood School. Our thematic curriculum and the importance which we place on using the outside environment encourages the use of literacy skills in a practical, real life and enjoyable way. Children have the opportunity to read in school every day. An adult monitors reading on a regular basis. Reading skills are actively taught. Daily or twice daily phonics sessions are part of provision in KS1.  In KS2 groups of children or individuals will also have regular phonics sessions. We use DEPs which has been adapted for best practice. The teaching of reading has a very high priority throughout the school.

Listening to an adult read

Reading books to children of all ages is vital as it enables children to enjoy stories while motivating them to want to read stories for themselves as well as access material at a higher level than their reading age.

Shared reading 
In shared reading the teacher models the reading process to the whole class as an expert reader, providing a high level of support. Teaching objectives are pre-planned and sessions are characterised by explicit teaching of specific reading strategies, oral response and high levels of collaboration. 

Guided reading 
In guided reading, the responsibility for reading shifts to the learner. The teacher structures all reading tasks with pupils who are required to read and respond to the text themselves with the teacher supporting. 

Independent reading 
Many children will be ready to be free readers after silver book-band however it is important to ensure that children choose a range of genres of books and that their comprehension skills are monitored. Some children will need to stay on book-bands to ensure progression.During independent reading sessions, pupils take responsibility for selecting and reading a variety of texts including fiction, poetry and non-fiction from guided and shared reading, library books, games, activities, recorded books, web pages, print and text around the school. 

Many opportunities are provided for pupils to practise and extend their reading in other subjects. Reading for pleasure and enjoyment is given a high priority and sufficient time is set aside for this. Monitoring ensures that there is sufficient breadth and challenge in the range of reading that pupils undertake. Reading diaries serve as a record of reading particularly at home. Additional adults, including LSAs and parent or community volunteers, are used to provide further support. 

Assessment and Recording

· Statutory tests at end of KS1 and KS2. 

· Optional SATs, reading tasks, running records or summative assessment are regularly carried out. 

· Individual reading records are used. 

· Group reading records are kept. 

· Babcock’s grid for assessing reading without levels is used on an ongoing basis for formative and summative assessment. 
· We use PM Benchmarking to assess children’s reading comprehension before moving on to the next book-band level. This ensures that emphasis is placed on understanding as well as decoding skills.
Continuity and progression
Continuity and progression is guaranteed across the school by the use: of book-bands, independent reading books, phonic lessons, methods of assessment and the high priority given to reading in all classes. Above all a love of reading is fostered throughout the school.

Resources

Early readers progress through “book bands”. More accomplished readers can choose from the books in the class library and many bring books in from home to read in school. There are guided reading sets in each classroom and the School Library Service provides new sets each term as required. Children are encouraged to read widely and to try a range of genres of fiction and non- fiction books and texts. There are a wide range of books across key stages which we constantly update and renew. We use a selection of assessment materials. Our use of PM Benchmarking ensures good progress in comprehension. 
Inclusion
A high priority is given to children who are not progressing in reading. There are regular intervention groups within the classes to address this. The SENCO also monitors progress and provides input. The Headteacher monitors any children who are at risk of not making progress. All children are included in all areas of the curriculum; provision and support is planned in all subjects to allow children access. Outside agencies are involved where necessary.
WRITING POLICY  

Rationale

Writing is a primary means of expression, both for personal cognitive purposes and for communicating meaning with others. Pupils learn how to write with confidence, fluency, imagination and accuracy by orchestrating their knowledge of: context and composition; grammatical knowledge; knowledge of phonics and spelling; and clear handwriting. There are separate policies for each of these

Expectations 

At the end of KS1, lower KS2 and upper KS2 it is expected that the majority of children will achieve the expected standard for the New Curriculum. A high percentage of children are expected to exceed this standard. Provision will be made for under achieving children and interventions will be in place to aid their progress. It is expected that children should achieve at least the expected standard for their age group throughout the school. Children are expected to use good spelling, grammar, punctuation and handwriting and to appreciate the importance of having good writing skills.

Aims of Writing:

· To develop a genuine love of writing

· To develop confidence and fluency

· To equip children with a range of strategies to support their development in writing

· To encourage creativity 

· To enable children to write independently for a range of purposes and audiences

· To help children to recognise the importance of good writing 

· To teach children to produce accurately punctuated writing, using correct grammar and neat handwriting

· To appreciate the writing of others

· To teach children to strive for a high standard of written work

· To enable all children to be able to proof read and edit their own work.
Entitlement and curriculum provision 
The New National Curriculum provides a detailed basis for implementing the statutory requirements for writing. Some of the programme of study can be delivered through a daily literacy lesson. However, extra time is required for sustained writing. Our thematic curriculum allows for writing to be completely integrated across all subjects. As well as a daily literacy lesson additional time is given for the specific skills of spelling, punctuation, grammar and handwriting. 

Assessment and recording
Assessment is used to inform planning and teaching. Teachers identify key learning outcomes and identify appropriate assessment opportunities. Teachers use Babcock’s grids for assessing writing without levels as an ongoing method of assessment throughout the school. The judgements given are that a child is: either Working towards the expected standard; At the expected standard or Exceeding the expected standard. At the end of KS1 and KS2 teachers are required to give a summative assessment of each child’s writing against the National Curriculum by considering a range of writing texts produced by the child. These results are entered onto our whole school tracking system which highlights any anomalies and identifies problems and successes. Further interventions are planned as appropriate. Teachers pay particular attention to assessing the progress of pupils with IEPs where the targets relate to writing. 
Continuity and Progression
Across the school we use a range of rich and varied resources to inspire good writing. We use the Hamilton Objectives as a check list to ensure full coverage. We ensure that all genres are covered throughout each year. Progression is ensured by the use of good assessment and regular monitoring across the school. Teachers establish the purposes and audiences for writing and make teaching objectives explicit to pupils so they know why they are studying a particular text or text type, the kind of writing activities they need to undertake and the nature of proposed outcomes. Pupils are taught as whole classes during shared writing, in groups during guided writing and where appropriate as individuals. Opportunities are also provided for writing for pleasure, e.g. writing messages, labels and lists in the role play area, contributing to an on-going class story. We recognise that it is important for children to build stamina in order to produce longer texts over a sustained period. We teach children to edit/ proof read their own writing as we recognise that this is an essential skill to build up across the school.
Resources
Teachers use a wide range of resources to teach writing. Links are made across subjects in order to make writing tasks relevant and enjoyable. There are many resources available across the school. We use our own ideas, adapt Hamilton plans to provide rich activities and use the most current and up to date resources available on the internet. Pupils are given a range of informal opportunities to develop their skills as writers. Thought is given to the physical layout of the classroom and the materials that are available to the pupils. These include a range of writing tools, papers, and a variety of appropriate word sources. ICT is used to produce writing too.
Inclusion
Individual programmes for teaching and support are drawn up as appropriate by the teacher in consultation with the SENCO. Alternative methods of recording, e.g. use of ICT, are provided to support pupils who experience extreme problems with handwriting or spelling to demonstrate their compositional skills and understanding of text. 

