This Policy applies to all staff and children at Ford Primary School

Literacy Policy

This policy reflects the school’s values and philosophy in relation to the teaching and learning of Literacy. It sets out a framework within which teaching and non-teaching staff can operate. It gives guidance on planning, teaching and assessment. The policy should be read in conjunction with the National Literacy Strategy Framework for Teaching, which sets out in detail the rationale for teaching each area of the Literacy Curriculum and specifies the skills that will be developed for the majority of pupils in each Year Group. This document has been prepared by the Literacy Co-ordinator in consultation and discussion with all the teaching staff of Ford Primary School. It has been produced for all teaching staff, non-teaching staff with classroom responsibilities, School Governors, parents, inspection teams, LEA advisors and interested others. Copies are provided to school staff and the Governing Body and available to all through the School web-site.

Literacy is an integrated and fundamental component of the whole primary curriculum. A good first language education is pivotal for all learning in every curriculum area. We need communication skills to equip us for everyday life. Good communication skills are required for the most basic routines to enable us to survive and function in a civilised community.

Good language skills are also required for:

· The expression of one’s own needs, feelings, emotions and spirituality;

· The understanding of another’s needs, feelings and spirituality;

· Resolving misunderstandings and conflicts;

· Ascertaining information to make sense of the environment and infrastructure;

· The acquisition and sharing of knowledge and skills for personal interest and pleasure;

· The acquisition and sharing of knowledge, data and skills to improve humankind’s lifestyle through scientific, medical and technological development;

· The expression of creativity through writing, poetry, singing, composing music etc.;

· Most jobs in the workplace. 

Literacy is not taught simply to prepare pupils for a qualification required by future employers – it is a language for life!

At Ford Primary School we are concerned with the development of the whole child. A child who can communicate effectively has every reason to be confident and to have a healthy self-esteem.

Aims

Whatever each member of staff’s teaching style is, we aim to encourage all pupils to:

· Listen attentively, paying attention to detail, to process the information and retain aurally as much detail as they are able;

· Speak confidently with intonation, clear diction, accurate grammar and style with regard for their listener;

· Read fluently with good comprehension, which is reflected in appropriate expression and intonation, from a wide variety of text at their own level for pleasure and relaxation;

· Develop their cognitive skills, imagination, and personal expression through a range of writing tasks using clear, concise language with accurate punctuation and grammar, in a style appropriate for the purpose;

· Make progress along the continuum to becoming a correct speller, using neat legible joined handwriting;

· Make fair critical responses about their own language work, that of peers and that of popular authors and poets;

· Mature socially through working collaboratively in groups and pairs;

· Reach their full potential by extending their work in each of the above areas of the language curriculum. However, no pupil should be stretched to such an extent that they become discouraged.

The above aims are consistent with our school’s philosophy and take account of the National Curriculum Programmes of Study and End of Key Stage Level Descriptions, and also the aims of the National Literacy Strategy Framework for Teaching.

How do pupils learn?

Literacy is concerned with acquiring and applying a set of skills and a body of knowledge about language and its use. The natural chronology for acquiring these skills is listening, then speaking, then reading, and then writing. All four skills will eventually be developing concurrently. True communication is two-way: it involves careful listening or reading skills to ascertain relevant information, and then speaking or writing skills to make an appropriate response.

Language skills begin to develop in infancy, primarily through interactions with other people in the child’s environment. The senses of hearing and seeing are employed to assimilate sounds together with their related interactions. Any deficiency in these two senses will, obviously, hinder language development. Healthy children then respond with learned sounds that they eventually learn to control to make accurate spoken language. The calibre of children’s spoken language can only be as rich as the model of language to which they have been exposed. Children also imitate adults around them and begin to make their own attempts at reading and writing as part of their role-playing instinct.

Literacy in the primary school setting extends and enhances this natural development by providing relevant activities and focused teaching to advance the acquisition of these skills. The teacher will also aim to be a good model of effective communication.

The school’s policy specifies in detail the rationale of how pupils will learn English Language. It also details the possible progression for the majority of pupils throughout the Year Groups.

Literacy is taught through a balance of different teaching methods. Pupils will be given opportunities to learn through real experiences and practical tasks, through focused analysis of written text, published learning material, teacher prepared materials, educational visits, appropriate use of television programmes, information technology (word processing and other language based programmes) and tasks set to complete at home. 

Equal Opportunities

All pupils will have equal opportunity to reach their full potential across the Literacy Curriculum regardless of their race, gender, cultural  background, ability or of any physical or sensory disability. Equality of opportunity is essential in this curriculum area as it provides pupils with access to other curriculum areas in the primary years and in the future.

Gender

Teachers should have the same expectations of boys and girls but this Policy recognises the underachievement of boys in literacy and aims to target this group of children appropriately.

All other factors being the same, teachers will have similar expectations of bilingual pupils as monolingual pupils. However, where the parents of the pupil do not speak English, or speak very limited English, the child’s English language development will be hindered as they will be learning in their second language. It should be remembered that the child’s language development in their mother tongue will probably be of a normal standard. Teachers will be aware of the difficulties facing these pupils; their experience of hearing a good model of spoken language may be limited with a restricted use of vocabulary. It may be necessary to give extra support to these pupils and an EAL Support Teacher may be required. The support should clearly be perceived by staff and pupils as different from help given to pupils with SEN. We encourage second language learners to be proud of their ability to speak two languages, and at an appropriate time, such pupils will be encouraged to share their first language with their peers.

Special Educational Needs

Some pupils experience learning difficulties, which affect their progress in literacy. Class teachers are responsible for trying to pinpoint any difficulties, so that through early intervention, these pupils can be helped. Where pupils are shown to be experiencing difficulties and under-achieving over a period of time, there is a set procedure to be followed by class teachers.

In consultation with the SENCo a child may be placed on the SEN register and a PIN Plan produced. This is a simple plan with key learning objectives for the short term. The classteacher and SENCo will keep a copy. 

Gifted and Talented

Some children will show particular strengths and talents in some or all aspects of literacy. Through teaching, learning and assessment, identified pupils will be placed on the Gifted and Talented Register.

In consultation with the Gifted and Talented Co-ordinator a child may be given an individual learning plan and be given opportunities to attend lessons and activities both at school and elsewhere to support and develop their area/s of expertise.

Developing and Monitoring Literacy

The literacy co-ordinator is responsible for the development and monitoring of literacy to ensure a coherent literacy strategy for our school. He or she helps teachers with their planning and is responsible for updating the school’s policy, the school’s literacy action plan and the annual literacy audit with help from the literacy management team. 

The co-ordinator will assist teachers by leading staff meetings, planning and leading inset activities, providing consultancy and advice, and by supporting them in the classroom. The co-ordinator is responsible for implementing changes required by the National Literacy Strategy and will attend training courses in respect of its implementation. The knowledge and skills gained on these courses should be imparted to colleagues through regular staff meetings and on inset days.

As well as being used for pupil assessment, assessment results for speaking and listening, writing skills, spelling and reading will be used to monitor the schools overall literacy standards. The end of Key Stage Tests and Optional SAT’s are used for assessing pupil performance and reporting to parents.

Whilst we recognise that the make-up of each year group is different and performance may be erratic, our aim is to see and overall improvement in these standards, year on year, in the long term.

Resources and Accommodation

Library books are classified by the Dewey System to make it easier for pupils to find books that are of interest to them.

A selection of fiction and non-fiction books of appropriate interest and difficulty are kept in individual classrooms.

Guided reading books are kept in the central store and are clearly labelled to make it easier for teachers to select the appropriate level.

The literacy co-ordinator is also responsible for the maintenance, review and re-ordering of these resources including consumable items. There is an inventory of resources which will be checked by the literacy co-ordinator.

The co-ordinator is responsible for ensuring that effective resources are purchased and that the money is spent wisely. Specific budgets will be made available under the schools funding system for the support of the National Literacy Strategy. The literacy co-ordinator will be responsible for producing proposals on how this should be spent effectively to facilitate the raising of literacy standards in our school.

Assessment and Record Keeping

The literacy co-ordinator is responsible with the assessment co-ordinator for ensuring that there is a standardised approach to recorded assessment.

On-going teacher assessment has always been an integral part of good practice. It is important to remember that the main reason for assessment is to enable the teacher to match the tasks set to the abilities and needs of the pupils as they progress. However, in literacy it is essential to keep formal records of progress and to undertake some standardised testing. The standardised scores will be recorded for all pupils on the school computer/pupil’s record. Test results should never be a shock or surprise to the class teacher, but they can sometimes highlight where a child may be having problems and ensure that these pupils are followed up.

The end of Key Stage Assessments (SAT’s) and Optional SAT’s are also carried out and have some use in assessing pupils performance and for reporting to parents. 

The Annual Pupil Report to Parents will incorporate a comment for each area of English: Speaking and Listening, Reading and Writing.

During each term, pupils will complete a piece of unaided narrative writing. Teachers may use this for diagnostic assessment and then comments should be made on the work as to how typically this reflects the child’s general ability. Targets will also be set with the child for future work. 

Rationale for Teaching

General Overview

The programmes of study of the English National Curriculum specify the three key areas of language development: Speaking and Listening, Reading and Writing. This Policy has been planned around these Programmes of Study and the National Literacy Strategy.

The following general overview outlines the school’s rationale as to how these strands of English are to be taught and developed.

The School’s Rationale for the teaching and learning of Speaking and Listening

Opportunities for speaking and listening activities can be found in all areas of the curriculum. Speaking and listening objectives will be taken from relevant QCA and National Curriculum documents and shown on medium and short term planning within the relevant curriculum area or lesson.

Using the appropriate documents and activities progression in Speaking and listening will be ensured. Teaching assessments will indicate progress and attainment and NC Levels will be awarded each term using the Plymouth LEA Guidance materials.

In the early years attention is focused on children being able to listen attentively to the teacher and to each other. Young children are naturally in a state of egocentricity; they can be very concerned with their own world, needs and wants. Part of their maturing involves them recognising the need to consider others; thus giving them their attention and listening to them. 

A lot of the structured play activities that the children take part in will give them the opportunity for interaction to enable this maturation to take place. The practical tasks that are carried out in infant classrooms also allow for the extension of pupils’ vocabulary, particularly when teachers and teaching assistants are discussing the tasks with pupils. Carefully planned use of a role-play area in the classroom can be particularly effective in developing speaking and listening skills.

As pupils progress through the school they will be taught specific speaking and listening skills through carefully planned activities. They will then be given opportunities to use these skills as a tool to explore and understand other curriculum areas. They will be able to verbalise their ideas, explain their reasoning, ask questions and offer opinions and solutions. Drama and performance activities will be a tool for expression and a way to share learning and understanding. Pupils will be given opportunities to develop confidence when speaking to others including large audiences.

Circle Time and Spirals

The school has been instrumental in the setting up of the Spirals Intervention Programmes and these will continue to be used to support children in the Foundation Stage and Key Stage 1 with low level speaking and listening abilities. The children will be assessed for suitability and progress monitored closely. Trained teachers, T.A’s and on occasions, Educational Psychologists, will run the weekly sessions. Spirals programmes for language, mathematics and science may be used.

The School’s Rationale for the Teaching and Learning of Reading

In order for children to become successful independent readers, they need to possess a variety of reading skills and knowledge. These are:

· a familiarity with the syntax (sentence structure and grammatical arrangement) of English text,

· a familiarity with the genre of stories and an ability to make links between stories and related illustrations,

· a good comprehension of a rich vocabulary,

· a good visual memory,

· a good auditory memory,

· a recognition of letters in the English alphabet,

· a knowledge of the grapho-phonic construction of words.

The first three of these are particularly related to the environment the child has grown up in. if children have had a good model of spoken English, with lots of opportunity for discussion related to experiences, and if they have regularly listened to appropriate stories and non-fiction books, then they should be competent in these areas.

The next two refer to abilities which are primarily physiological, although the skills can be developed and enhanced through activities which require children to practice using them. Pupils who experience learning difficulties with reading often have a poor visual and/or auditory memory.

The last two can only be learnt if they have been taught. Children need some instruction to help them remember letters and the sounds they make. Obviously, some children will retain more than others, depending upon the strength of their visual and auditory memory.

Pupils often learn to read with little knowledge of phonics. These children have a well developed sight vocabulary. For example, some pupils struggle to read a simple word like ‘was’, and yet they are able to read a word like ‘chocolate’. The latter one is far more complicated phonologically, and yet the child sees the shape of the whole word and recollects it instantly. These readers are also able to predict words through their reliance on knowledge of the syntax and familiarity with the story. Some have assumed from this, that once children have learnt to read, they no longer need grapho-phonic instruction. Some have deduced that children do not need phonic instruction at all. However, these children will then struggle to predict new and unfamiliar words, where all other cues do not work. Pupils will also need grapho-phonic skills for spelling. In view of this, we adopt a teaching approach which aims to, develop all seven of the above attributes concurrently.

In reception and Year 1, the focus of teaching and learning will be on developing all these pre-reading skills through listening to and discussing stories and text; through letter recognition activities and through instruction related to grapho-phonics. This will be taught using Progression in Phonics materials and Jolly Phonics. During these early years, pupils will draw on these skills to make early attempts at reading through regularly sharing stories with adults and joining in. children will usually also make spontaneous independent attempts at simple text and words they recognise on signs and packaging etc.

These reading skills continue to be cultivated in the subsequent primary years. By the time children reach Year 3 or 4, most of them have the required skills to decode text. However, this does not mean that the process of learning to read is over. If children were left at this developmental stage, then they might not understand their reading. This can turn it into a meaningless and boring task, making pupils reluctant to read. Therefore, in Key Stage 2, the emphasis shifts to improving the comprehension of more involved text and to widening the child’s vocabulary. This will facilitate greater enjoyment of reading.

Pupils will have a literacy hour daily where teaching will be focused on studying a piece of text, as a class, using enlarged text or ‘big books’. The text will be studied according to the objectives identified from the NLS.

Children will also be taught through a structured Guided Reading Programme. This may take place within or outside the Literacy Hour but will clearly be shown on the teacher’s plans. As often as possible, children will also be given opportunities to read to adults, each other and alone. Reading workshops will offer further opportunities to develop skills and widen the genre of material read by children.

All children will be expected to read regularly at home and will choose appropriate reading books from levelled boxes until they are independent readers. Children will be encouraged to change books as often as they can, select from a range of genre and record their choices and experiences. In KS1 and lower KS2 this may be comments made by an adult. 

Rationale for the Teaching and Learning of Writing

When presenting a writing activity to pupils, the purpose of the writing will be made clear and the audience who will read the finished work should be identified. Often the children’s perception is that they are writing for the teacher. Opportunities for writing will be developed from or for cross-curricular purposes. Teachers will identify themes and topics from long term planning that can exploited for writing purposes both in and out of the literacy hour. These areas will be indicated in planning documents. This will improve their motivation and give them a real sense of purpose in their efforts. The audience may be other children, parents, teachers, adults in school, members of the community, or sometimes the writing may be for a personal purpose e.g. taking notes or making lists.

A competent writer applies a variety of skills simultaneously, without consciously thinking about it. These skills can be referred to as:

· Compositional skills – the ability to incorporate appropriate content in coherent grammatical text, having considered the audience and purpose of the writing.

· Presentational skills – the ability to present text in a legible format (either handwritten or word processed), using correct spelling and punctuation to avoid any ambiguity.

However, young writers cannot be expected to master all these skills instantly. It is unrealistic to ask them to write a good coherent piece of text with sound grammar, punctuation, spelling and handwriting in one stage. Some pupils take a long time to develop the fine motor skills required to produce legible handwriting at a reasonable speed. Other pupils may struggle to be creative with their ideas and choice of vocabulary, yet they may have very neat handwriting and accurate spelling.

When helping children to learn from the mistakes they make in their writing, the class teacher will be sensitive to the difficulties they are having. Realistic expectations of what is a good piece of writing will be different for each pupil. It will not always be appropriate to point out or correct every spelling and punctuation error, because it may be unrealistic to expect them to learn from these mistakes at that stage in their language development. It would be demoralising for a child to receive their work back with every error highlighted. Therefore, it will be far more effective to point out just a handful of mistakes which the child could easily learn from. The marking should be linked to the lesson objectives. Please see the marking policy.

The process of writing can be made easier if it is broken down into steps. This is recognised by the NLS Framework for teaching which provides detailed objectives to support this process.

As pupils progress through Key Stage 2 they should become more independent at re-drafting their own work. They will have opportunities to give feedback on each other’s work, make suggestions for improvement and correct spelling and punctuation errors etc.

Towards the end of Key Stage 2 most pupils should be able to draw on the skills they have been taught to become proficient writers. At times they should be able to complete a short straightforward written task accurately on the first attempt.

The teaching of writing skills will take place within the Literacy Hour and opportunities for sustained writing will be provided for all children both within and out of the Literacy Hour. These opportunities will have a clear focus and reflect objectives taught during the term.

The School’s Rationale on the Teaching and Learning of Spelling

An over-emphasis on accurate spelling in independent writing in the early years can inhibit children’s writing development and make the task onerous and one that they try to avoid. At Ford Primary School spelling is only viewed as one aspect of a child’s writing ability. There is not a clear correlation between spelling ability and intelligence: many gifted pupils are slow to develop as accurate spellers. Teachers will bear this in mind when teaching and grouping pupils for spelling activities, and when correcting work.

Children’s ability in spelling develops at different rates. Diana Bentley and Sylvia Karavais identify the developmental stages of spelling in their book ‘Bright Ideas- Spelling’ (Scholastic Publications). They refer to them as:

· The pre-communicative speller – one who can string letters and numbers together in a random order which do not communicate to the reader, due to lack of knowledge of the correlation between letter and sound. 

· The semi-phonetic speller – one who has begun to recognise that letters make sounds and uses them in roughly the correct order, but leaves some letters out and may confuse a letter’s name with its sound (e.g. writes ‘r’ for ‘are’ or ‘u’ for ‘you’).

· The phonetic speller – one who has mastered the phonics of language but has limited knowledge of the irregular conventions of English Spelling (e.g. writes ‘coff’ for ‘cough’).

· The transitional-stage speller – one who is not solely dependent on phonics for spelling, who is beginning to develop visual and motor skills to memorise the spelling of irregular words, but who may not yet have developed sufficiently to eradicate reversals in the sequencing of letters.

· The correct-stage speller – one who spells most words correctly, who is learning to use spelling rules and exceptions, who is gaining a knowledge of homophones, silent letters, prefixes, contractions etc. and can recognise incorrect spelling.

In view of the varied rate of development, it is both unrealistic and unfair to prescribe that all children in a year group memorise a specific group of words. A study of the above stages explains why learning to spell is not merely a matter of memorising words. Until pupils reach the transitional stage, they are not able to do this effectively. Therefore, when pupils are given a set of words to try and spell independently, they will be given activities to help them in their learning.

There is, however, a bank of simple high-frequency words, which pupils need to use regularly in their writing.

Some pupils will voluntarily string letters together to create words that make sense to them. Not all letters will be real ones, and few of the words, if any, will be correctly spelt. This activity should not be discouraged but rather channelled. Teachers will sometimes ask pupils to read out their writing. A positive response to such ‘scribbling’ is vital to help them develop confidence and become competent writers. In these early years, pupils will also want to copy text from a book or a notice in their own writing. They will also be encouraged to write freely and independently without resorting to copying.

It is the school policy not to tell pupils how to spell words for their independent writing; otherwise they become dependent on the teacher/adult helper and never develop the confidence to attempt unknown words. This can lead to children’s writing becoming dull and repetitive, because they feel reluctant to use interesting vocabulary that they cannot spell. Pupils can only apply the necessary strategies for spelling by attempting unknown words; so they are encouraged to do this before asking for assistance. It is School Policy to adopt the ‘Look, say, cover, write, check’ method.

In reception and Key Stage One children begin a spelling programme which has been developed from the NLS (PIP’s – Progression in Phonics) and where appropriate add additional material from resources such as Jolly Phonics.

In Key Stage 2 pupils will be placed into ability groups and each group will be given appropriate spelling activities. Spelling strategies will be developed primarily through a range of sources. Teachers will use the NLS Spelling Bank as the main resource for KS2 spelling activities.

The School’s Rationale on the Teaching and Learning of Handwriting

Please see the separate Handwriting Policy.
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