GREAT CREATON PRIMARY SCHOOL

LITERACY POLICY

PHILOSOPHY

We recognize that the children’s use of language will be stimulated and developed in all curriculum subjects and areas, not only in the tasks associated with English.  We seek to involve the children in using language in a variety of contexts and for a variety of audiences.  We aim to give children the skills and knowledge necessary to use language effectively.

INTRODUCTION

Literacy unites the important skills of reading and writing, and involves speaking and listening which is an essential part of it.

Good oral work enhances pupils understanding of language in both oral and written forms and of the way language can be used to communicate, being an important process through which pupils read and compose texts.

SPEAKING AND LISTENING

We hope to create a secure atmosphere in which children will have the confidence to use and extend their spoken language in all areas of the curriculum.  The teacher should provide an audience genuinely interested in, and responsive to what the child has to say.  It is necessary to accept the child’s own language, even though this may conflict with ideas of correctness, and to build upon this foundation.  The teacher should aim to increase the complexity of the children’s talk whilst being sensitive of listening to their discussions, and to encourage children to become active listeners.
We must ensure that:

1. Children appreciate the central role played by speech by learning across the whole curriculum.  Oral work through discussion normally acts as a starting point and stimulus for new activities.  Group tasks will involve quality discussion with wide involvement by all participants.

2. Children have abundant and varied experiences of speaking and listening for a wide variety of purposes.

3. Children have the opportunity, through a range of drama or role play, to express their feelings about matters which concern them.

4. Teachers provide and make explicit consistently good examples of the spoken work.

5. Both boys and girls participate fully in the range of speech activities provided and appreciate linguistic variety.
6. The size and nature of teaching groups are modified to cater for the most able, for the least able and for different activities.

7. Progress and achievement in oral work is assessed and recorded.

In their introductory visits pre-school children are encouraged to talk with one another, and adults within the class and to share their experiences.  Our introductory booklet ‘All about me’ is a vehicle which encourages parents to talk with their children and record their responses.  These written responses can be used as a focus for simple discussions between teacher and child, in their first few weeks at school.  As part of their base line assessment various situations are used to enable the teacher to record the child’s contributions in discussion and their ability to be an active listener.  There are frequent opportunities within the day for children to engage in speaking and listening activities, in groups, in the class situation and larger group situations such as assembly.
Children who appear to have difficulties in this area are screened through the involvement with the school nurse, and use is made of the speech therapist, after discussion with parents.

Children have the opportunity of listening and speaking with a variety of people and as children get older the range of activities is extended and they take part in lengthy, formalized discussions in both real and imagined situations.  Whilst appreciating that speaking in group situations can be daunting for some children every encouragement is given, within the secure environment of the school to overcome any fears that they have.  The children’s views are sought on matters of school routine and the decisions arrived at given worth in whole school planning.

READING

We realize the importance of reading in all curriculum areas and this it is not only restricted to specific lessons devoted to the development of reading skills.  We develop in pupils the ability to read with understanding and to respond to all types of writing.  The pupils should have a positive attitude towards books so that they can read with pleasure and information, selecting them in an informed and discriminating way, and evaluating what they read and how to care for books.  They are taught retrieval strategies for the purpose of study.

We must ensure that:

1. Early reading is carefully structured and enjoyable.

2. Children experience success when reading by using material that has a controlled vocabulary and assistance is given when selecting a book, so that they may continue to be successful.

3. Children have been helped to learn the strategies of reading through attention to phonics, and are given opportunities outside reading sessions to practice these skills through the playing of games and written activities which can be linked to spelling or handwriting.

4. Children engage in planned activities at the earliest stages which give them opportunities for a wide range of reading experiences including picture books, stories, poems, information books, leaflets and labels.

5. Books of good quality supplement the core reading schemes – Oxford reading tree, Oxford Junior Reading and Ginn to provide further parallels support, and by good quality fiction and non-fiction.  A colour coded system provides clear guidance for making progression.

6. Sets of books are available for all ages, for use in group reading, as well as big-books and charts.

7. Children are able to borrow books from school to read with their parents.

8. Children are given encouragement to think and talk about what they have read and what is read to them.

9. Children can take increasing responsibility for the selection of their books and other texts for their own reading and for use in their work.

10. Pupils become increasingly self-reliant in finding information, for example, through dictionaries, library study skills and the use of computerised information storage systems.

11. Pupils are able to share the process of reading the same text within a small group and discuss what the authors or poets were trying to achieve, what might happen next and how the story can be altered.

12. Good literature of many kinds is read to pupils throughout the school and presented to them through tapes, broadcasts and occasionally visiting adults such as librarians, authors or poets.

13. The range of reading material reflects the diversity of culture within the country.

14. Progress and achievement in reading is assessed and recorded.

15. As part of a base-line assessment the children’s ability in reading is assessed and suitable books found form within a structured scheme found for them which they can read on a regular basis to the staff within the school.  On completion the child is able to take this book home and share their success with their parents.  At the same time the children are encouraged to select books form the classroom stock which the can share with their parents.  Parents are encouraged to read with their children and advice is given to assist them in this role.

We find that parents welcome this opportunity to share with us the process of encouraging a love of books, but where we feel that a child seems to be unsupported at home the teacher ensures this is compensated for at school by using adult helpers. 

Within the classroom, there is an environment in which print is valued through the use of labels and notices which encourages children to think and talk about their current work.

Through literacy pupils will be taught to read text through the identification of:

1. Phonics (sounds and spellings) – teaching pupils the basic decoding and spelling skill from the outset.  Pupils will be taught to do this through:



A.  Discriminating between the separate sounds in words.



B.  Learn letters and letter combinations most commonly used to spell 


      those sounds.



C. Read words by sounding out and blending their separate parts.



D. Write words by combining the spelling patterns of their sounds.

2. Grammatical knowledge.

3. Knowledge of context.

4. Word recognition and graphic knowledge.

In the early stages, pupils will be given a carefully balanced programme of guided reading from books of graded difficulty, matched to independent reading levels.  These guided reading books having a cumulative vocabulary, sensible grammatical structure and a lively and interesting content.  Through shared reading, pupils will also be given a rich experience of more challenging texts.  As pupils gain fluency the forms of teaching changes emphasis onto advance reading and composition skills at text level.
As children gain in ability and they are in the position to read more fluently, they are able to take books from the structured reading collection, based around Oxford Reading Tree and Ginn Schemes, and to read to target pages with their parents or others at home, while their progress continues to be monitored within the classroom.

Opportunities are given for children to read in small groups from multiple copies and discuss what they are reading both with each other and an adult.

Comprehension of what they are reading is achieved both through oral discussion and written responses, in readiness for Key Stage Assessments.

The children have access both in the classroom and in the library to a wide range of books and some of these books are changed on a regular basis through Resources for Learning.  The book stock is added to at regular intervals from books purchased form budget, from money raised by the School Association and through commission from book sales.  Children have the opportunity both to select and discard books, under adult guidance from the library.

Children experiencing difficulties in learning to read are assessed in school by staff or SEN staff, after discussion with parents, and individual programmes worked out for them which are reviewed on a regular basis.

From year two to year six the Suffolk and Salford reading test are used with all children in the latter half of the autumn term and with some children at three monthly intervals.  The results are graphed and the line drawn between each score examined closely against their CA line, any apparent falling off in standard is monitored.  The Salford reading test is also used with younger children.

WRITING

Writing is closely linked to reading, the two activities enforcing each other.  Both reading and writing using work as word, sentence and text levels.  The context of pupils reading i.e. the text, giving structure, themes and purpose for much of the writing that takes place.

Pupils will be taught from an early stage that much of their writing will be read by other people and therefore needs to be accurate, legible and set out in an appropriate way.  Pupils will see the writing process being modelled by the teacher, taking part regularly in composing, spelling and handwriting activities with the class as a whole and as a member of the smaller group.

As with reading, pupils will learn to write independently from an early stage.  During Key Stage One the teaching of phonics, spelling and handwriting complements this process and is used systematically to support writing and to build up accuracy and speed.  Pupils are taught letter formation form the outset and errors are picked up and corrected early so they do not hamper pupils’ progress.

Throughout Key Stage Two, there is a progressive emphasis on the skills of planning, drafting, revising, proof-reading and the presentation of writing (these will be described later on in the policy).  The range of reading and writing increases and, with it, the need for pupils to understand a variety of texts, their organization and purpose.

Pupils should communicate meaning to a reader using a wide range of vocabulary and an effective style.  They will be encouraged to write in a widening variety of ways for a range of different purposes and develop the ability to organise and structure sentences, paragraphs and then whole texts.  They should learn how to punctuate and spell correctly and write legibly.

We must ensure that:

1. Proper status is given to early play or emergent writing while encouraging the children through first hand experience to see that writing is an essential tool when recording thoughts and feelings.

2. Children have the opportunity to handle pencils and crayons.

3. Children are encouraged to hold these comfortably and correctly.

4. Children engage in activities which encourage good pencil control, an awareness of left to right and to imitate patterns, designs and letters.

5. Opportunities exist for engaging in group or paired reading and producing a wide variety of texts.

6. Children are encouraged to become independent writers, forming their letters correctly of even size.
7. Children are able to spell simple words within phonic groups, and words which occur frequently in writing, and have access to word books, simple dictionaries and word lists for less familiar words.
8. Children are encouraged by the use of positive strategies to progressively write at greater length.  Teacher expectation is a crucial factor.

9. Children are able to spell correctly words combining two-syllables, and add endings correctly to know words.

10. Children understand and use the simple elements of punctuation – a sentence begins with a capital letter and ends with a full stop, and that proper names have capital letters.

11. Children are given the opportunity to regular practise in joining letters in words.

12. Children have the opportunity to write poetry as well as prose and simple plays.

13. The variety of writing is increased by enlarging the intended readership.  So the writing must have clear purpose and the potential audience identified e.g. teacher, group, the rest of the class, children, for parents, for display for the community – a newspaper or unknown (as in a competition).

14. Children develop a neat joined hand, through regular practise which is used in their writing.

15. Opportunities are given for writing using a range of tenses.
16. Children understand and use more complex forms of punctuation, commas in lists, commas separating clauses.

17. Children are taught to exercise control over their writing – how to make notes, redraft and revise.

18. Children think about the appearance of a completed page, the positioning and size of the title, the script that is used, margins and columns.
19. Children can rewrite a simple play into speech, using speech marks and other forms of punctuation.

20. Children understand that an account of factual information can be written in varied forms an annotated diagram, a table, a bullet list, as a conversation.
21. Children learn about the features of different genres of writing through appropriate literature which also helps them to develop an ear for language.

22. Teacher responses to children’s writing are positive, building on strengths and remedying weaknesses.

Children if they are able to are encouraged to write or draw within the pre-school booklet All about Me, which contains a copy of the letters which we teach drawing attention to the starting points.  These letters are available within Ducklings – Creaton Playgroup.

We encourage children to build on their early experiences, and where these are more limited, provide them with a number of opportunities to use pencils and crayons.

Children move through the various stages of learning to write:  writing over a teachers words, writing beneath and writing independently.
They are given a variety of opportunities in which to write and care is taken that other forms of recording can be utilized within other subject areas.

The various stages within the writing process are given importance, though they are not always necessary within a particular task or activity:

1. Decision making – establishing precise purpose, intended audience and appropriate framework for form.

2. Planning – listening, brain – storming, using diagrams, drawings or flow – charts, researching and note making.

3. Drafting – assemble ideas on paper or screen or in discussion with other children or teacher.  Initial thoughts are recorded regardless of form, organization or expression.

4. Re-drafting – initial thought developed, evaluated, structured, and shaped by expansion, addition or amendment to the text in order to convey their meaning more clearly to the intended reader.

5. Revising – making further alterations to help the reader e.g. getting rid of irrelevance, incoherence, vagueness, checking that tenses/pronouns are correctly and consistently used, enhancing meaning by including richer or more precise vocabulary.

6. Proof reading – checking that meaning is not unclear by focusing on correct spellings, sufficient punctuation, checking for errors such as omitted or repeated words.
7. Polishing, presenting and publishing – attention to handwriting or computer printout, aesthetic appeal with finished work presented appropriately, clearly and attractively.

Planning sheets of the type used with Key Stage Assessments are utilized to assist children in focusing their thoughts.

In the early stages of independent writing, children can seek words that they need on an alphabetical spelling sheet, moving on use a word book and then simple dictionaries.  Dictionaries of different types are freely available throughout the school, as well as the spell check facility on computers and 2 electronic spell checkers for KS1 and KS2.

Within modules, word lists are supplied, or when undertaking a piece of writing the teacher will often discuss with children suitable words which are written on the board.  Attention to phonics is given which provided a strong link between reading and spelling:  and can form the basis of handwriting practice.  The look, cover, writes, check method for learning spellings is used.  For those experiencing difficulties, assessments are made, and help sought form the SEN team after discussion with parents, an individual plan is worked out. Catch up materials are available for those who need additional support with phonics it is a very structured Wave 3 intervention programme involving reading spelling and writing.

Letter formation and the teaching of handwriting is taught in the three classes, initially using a simple script, each letter having an upward ending.  This leads naturally into joins, and the start of the joined handwriting
   SHARED READING
A class activity using a common text e.g. a ‘big book’, poetry posterior text extract.

At Key Stage One the teacher is using shared reading to read with the rest of the class, focusing on comprehension and on specific features e.g. work building and spelling patterns, punctuation, the structure and organization of sentences.  Shared reading providing a context for applying and teaching word level skills and for teaching how to use other reading clues to check for meaning, and identify and self correct errors.  Shared reading, with shared writing, also provides the context for developing pupils’ grammatical awareness, and their understanding of sentence construction and punctuation.

At Key Stage Two shared reading is used to extend reading skills in line with the objectives in the text level column of the framework.  Building confidence and teaching more advanced skills which feed into other independent reading.

SHARED WRITING

This provides opportunities for children to learn, apply and reinforce skills in the context of a larger group with careful guidance form the teacher.  The teacher will use texts to provide ideas and structures for the writing and, in collaboration with the class compose texts, teaching how they are planned and how ideas are sequenced and clarified and structured.  Shared writing is also used to teach grammar and spelling skills, to demonstrate features of layout and presentation and to focus on editing and refining work.

WORK LEVEL WORK

There is a systematic, regular and frequent teaching of phonological awareness, phonics and spelling throughout Key Stage One.  Pupils carefully following the progression set out in the word level objectives.

Pupils will be taught decoding skills which are practised and applied in shared reading.  They are also taught to hear and discriminate regularities in speech and to see how these are related to letters and letter combinations in spelling and reading.  Word recognition, graphic knowledge, and vocabulary work also bring the reaching focus during the 15 minutes.

At Key Stage Two the time is used to cover spelling and vocabulary work and the teaching of grammar and punctuation form the sentence level objectives.  Pupils experience a balance of word and sentence level work ensuring that all objectives are covered.
GUIDED READING
At Key Stage One, under the teachers guidance the text is introduced to the group, familiarizing them with the overall context of the story pointing out the key words they need to know.  Pupils then read it independently whilst the teacher assesses the support each pupil in the group needs.  At Key Stage Two the teaching focuses increasingly on guided silent reading with questions to direct or check up on the reading, points to note, problems to solve etc. to meet text objectives in the literacy framework.

GUIDED WRITING

This happens at the same time as the guided group work.  Independent tasks covering a wide range of objectives including:

1. Independent reading and writing.

2. Phonics and spelling investigations and practise.

3. Comprehension work.

4. Note-making

5. Reviewing and evaluating

6. Proof reading and editing

7. Vocabulary extension and dictionary work.

8. Handwriting practise

9. Practise and investigations in grammar, punctuation and sentence construction

10. Preparing presentations for the class.

PLANNING

Each terms work is focused on a particular range of reading and writing.  Retained and writing objectives being closely linked throughout, using the texts pupils are reading to provide structure for their writing.

These are three strands to the work:

1. Word level work

2. Sentence level work

3. Text level work

Each strand is closely interrelated.  Each strand being essential to the work in every term.  The literacy framework identifies what should be taught and from that the teacher identifies the medium term plans (when should I teach) and short term plans (how should I teach it).
MEDIUM TERM PLANS

This uses a Half-termly format with spaces to plan up to eight weeks.  With identified word, sentence and text level work against each week.

WEEKLY PLANNER

This is used to represent key activities for each literacy hour in a given week.  Each day being set out to show the sequence of work through the literacy hour.

OBJECTIVES

Literacy teaching aim for high level of motivation and active engagement for pupils.  To achieve these, teachers will be using a wide range of teaching strategies including:

1. Direction – to ensure pupils know what they should be doing, to draw attention to points, to develop strategies in reading and writing.

2. Demonstrating – to teach letter formation and join letters, how to read punctuation using a shared text, how to use a dictionary.

3. Modelling – discussing the features of written texts through shared reading of texts, extracts.
4. Scaffolding – providing writing frames for shared composition of non – fiction texts.

5. Explanation to clarify and discuss – reasons in relation to the events in a story, the need for grammatical agreement when proof reading, the way that different kinds of writing are used to serve different purposes.

6. Questioning – to probe pupils’ understanding, to cause them to reflect on and refine their work and to extend their ideas.

7. Initiation and guiding exploration – to develop phonological awareness in the early stages to explore relationships between grammar, meaning and spelling with older pupils.

8. Investigating ideas – to understand, expand on or generalize about themes and structures in fiction and non-fiction.

9. Discussing and arguing – to put points of view, argue a case, and justify a preference.

10. Listening to and responding – to stimulate and extend pupils’ contributions, to discuss/evaluate their presentations.

PLENARY

This is as important as the other parts of the lesson when the whole class is brought together.  It is used to:

1. Enable the teacher to spread ideas, re-emphasize teaching points, clarify misconceptions and develop new teaching points.

2. Enable pupils to reflect upon and explain what they have learned and to clarify their thinking.

3.  Enable pupils to revise and practise new skills acquired in an earlier part of the lesson.
4. Develop an atmosphere of constructive criticism and provide feedback and encouragement of pupils.

5. Provide opportunities for the teacher to monitor and assess the work of some of the children.

6. Provide opportunities for pupils to present and discuss key issues with their work.

LINKS WITH OTHER AREAS OF THE CURRICULUM – LINKED LEARNING MODULES
Where appropriate literacy is linked to other areas of the curriculum involving pupils searching and retrieving information from texts used in science, writing instruction linked to a technology topic, studying myths, autobiographies or stories linked to a study unit in history for example.

The literacy hours is intended to be a time for the explicit teaching of reading and writing.  Teachers providing opportunities for practicing and applying new skills in independent work at other times.
Additional time also being provided for:

1. Continuing the practise of reading to the class.

2. Pupils’ own independent reading for interest and pleasure.

3. Extended Writing.

EQUAL OPPORTUNITIES

In accordance with our Equal Opportunities Policy the children will be given the opportunity to question and explore all existing stereotypes and materials will be provided which will encourage, stimulate and provoke thought in all areas related to this policy.  Through books, visits and audio-visual resources the children will be given equal opportunities in their learning.

OPPORTUNITIES FOR PROFESSIONAL DEVELOPMENT

Opportunities exist for all members of staff to attend relevant courses to increase their knowledge of literacy or aspects of the subject, and assist them in delivering this area of the curriculum.  Demonstration lessons in other schools are attended.  Members of staff usually share with the other staff, knowledge or skills gained through these opportunities.
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