

Our Vision

At Bournes Green Infant School the governors, staff, children, parents and carers work together in an atmosphere of mutual respect and trust.  Our priority is to foster the self-confidence, self-esteem and independence of all in a climate of growth and opportunity that will enable us to achieve the highest standards.  We actively promote an environment in which children enjoy learning and develop the skills needed to become responsible members of society.

We aim to bring learning to life.
‘Strength Through Wisdom’ was the original mission statement for our school. Today we nurture our children to be confident and articulate with an enjoyment of learning in the belief that this will enable them to gain strength from their developing wisdom.

See also related policies: Assessment Policy, Equal Opportunities Policy, Role of Co-ordinator, SEN Policy, marking policy, Early Years Policy, Learning and Teaching Policy

Key Principles

The Literacy Learning objectives are grouped together under four main headings: speaking, listening, reading and writing, to reflect the requirements of the programmes of study for English in the National Curriculum. At Bournes Green Infants School we endeavour to bring these four key areas together within our teaching to make Literacy learning meaningful and purposeful and to enable children to grow as confident users of language in all four of its aspects. Speaking and Listening, as well as being important skills in their own right, underpin reading and writing development. The four aspects of communication are not only interdependent but also mutually enhancing.

“Most children talk out ideas in talk before they are able to try and pin them down in writing. Reading aloud helps children to become more familiar with the cadences and uses of English. For many children expressing ideas orally is easier than writing, where it is more complicated to orchestrate all the necessary skills. The discipline of writing, which involves precision and clear articulation of meaning for a distant reader, aids clarity in oral communication, too. Reading gives models of language and discussion of texts helps them to take such language into their own repertoire.”

                                                      (Jim Rose, Independent review of the teaching of reading)

Speaking and Listening
Aims

· To create a supportive, caring ethos where all children feel sufficiently confident to take risks, in the knowledge that all contributions will be valued.
· To provide a stimulating environment where children are motivated to consider their experiences, and express their ideas in a suitable way.
· To encourage children to listen to the spoken word attentively with understanding, pleasure and empathy.
· To develop the skill of participating in group discussions, learning how to deal with opposing points of view.
· To encourage children to participate in a wide range of drama activities, and to evaluate their own and others’ contributions.
· To teach children to speak clearly, articulately and fluently and with confidence.
· To understand what is meant by a ‘good listener’ in a variety of contexts.
· To help children understand that they can develop their thoughts and ideas by expressing them verbally and sharing with others.
Objectives

· To provide a range of first-hand experiences to stimulate discussion. This will include learning through play based activities.

· To provide opportunities for children to talk to each other in structured pair work, group activities, and to talk to adults in a variety of contexts.

· To develop specialised vocabulary through discussions in all areas of the curriculum.

· To encourage the children to share their personal experiences and feelings.

· To encourage children to participate in assemblies.

· To introduce children to songs, rhymes and stories from a variety of cultures.

· To develop drama activities, including role-play, to encourage creativity.

· To use ICT to enhance speaking and listening skills.

Teaching Strategies
To fulfil the aims and objectives we will employ the following teaching methods:-
· Discuss children’s work with them asking appropriate open questions.

· Encourage conversations with different purposes, and with different people.

· To model correct Standard English in speech.

· Plan activities across the curriculum which encourage participating e.g. hot seating, mind mapping, interviewing and talk partners.

· Use circle time sessions to develop debating and questioning skills and supporting children where appropriate.

· Group children appropriately to support those who are less confident and give opportunities for children to report back from group activities i.e. give children a role within the group e.g. manager, reporter and encourager.

· Use story times and shared reading to develop skills by careful questioning and discussion of story, plot and characters.

· Use media technology to develop listening skills e.g. listening to themselves retell a story on tape.

· Use drama activities to improve skills e.g. role-play and working with puppets.
· Extend and enrich vocabulary through poetry and descriptive prose.
· Plan activities through play based learning e.g.  small world play 

· Plan activities to encourage participation by all children irrespective of ability, gender or race.

Reading

Aims
· To promote reading as a pleasurable activity.

· To enable children to read fluently with feeling and expression.

· To develop children’s capacity for sustained silent reading.

· To encourage children to realise the importance of reading in their present and future lives, allowing them to function appropriately in society.

· To develop an interest in a wide variety of written genres including the Internet.

· To raise children’s self esteem by positive recognition of their achievements in reading.

· To promote the use of libraries, both within and outside school.

· To introduce the children to a wide range of reading materials and authors from a variety of cultures.

· To teach the children critical skills to allow them to make independent choices.

· To equip children with a range of reading strategies to become a fluent reader.

Objectives
At Bournes Green Infant School we recognise the importance of reading and will endeavour to do the following in order to encourage children’s progress:-

· To carry out a whole class shared reading session regularly.

· To read exciting and interesting books to children and to introduce them to a variety of authors and writing styles.

· All children will be heard to read regularly either independently or through guided reading.
· To provide reading opportunities every day.
· To hear special needs and target children independently on a regular basis.

· To teach phonics throughout Foundation Stage and KS1 daily.
· To use a structured approach to the teaching of phonics through the school.

· To ensure that reading books go home everyday and books are changed three times per week.

· To have a well-organised and inviting school library.

· To visit the school library on a regular basis.

· To use I.C.T to enhance reading skills.

· To teach information retrieval skills using ICT, fiction and non-fiction books.

Teaching Strategies
In order to fulfil the aims and objectives we will employ the following teaching methods: -

· Teach children a range of reading strategies to enable them to learn at appropriate levels and to lead ultimately to them reading independently and confidently.

· To model these reading strategies through shared and guided reading.

· Give children opportunities to share books with teachers and other adults in school.

· Encourage children to read their work to the group or class or in assemblies.

· To teach phonic skills as appropriate in Foundation Stage and KS 1.

· Teach inference and deductive skills on a regular basis through a variety of genres.
· Teach higher order reading skills such as skimming, scanning, and research skills to those children ready for that level of understanding.

· Make opportunities for children to share books with partners.

· Read to the class on a regular basis for enjoyment purposes, introducing them to a variety of authors and writing styles including poetry.

· To teach children to write book reviews and develop critical skills.

Resources
Our core-reading scheme throughout the school is Rigby Star, supplemented by a selection of books from other commercial reading schemes. Running along side these we use ‘Jelly and Bean’ which develop the synthetic approach to learning to read. Children who are struggling with segmenting and blending words will initially focus on these texts and will then read these alongside the scheme as extra support.

We aim to give our children a breadth of reading to encourage as wide a sight vocabulary as possible Children are also able to take quality books out of the library on a regular basis. 

Children will take levelled reading books home on a daily basis. The books will be at a similar level to those the children are reading in school. The children will chose from a selection of scheme books and will have opportunities to read a variety of genres.

Children will be encouraged to use resource books relating to topic work in History, Geography and Science etc. Children will also be given opportunities to use a range of websites which will be built up to facilitate research on the internet. Computers and the interactive whiteboard will be used when appropriate for the development of specific reading skills and for enjoyment.

 Information Retrieval Strategies
“Pupils should be taught how to find information in books and computer based sources by using organisational devices to help them to decide which parts of the material to read closely. They should be given opportunities to read for different purposes, adopting appropriate strategies for the task, including skimming to gain an overall impression, scanning to locate information and detailed reading to obtain specific information” 
(KS1 and 2 of the National Curriculum, D.F.E.S– Key Skills)

We need to teach information retrieval skills at an appropriate level as children progress through school.

The particular skills are outlined below.

· Ask relevant questions about a current topic.

· Identify relevant/appropriate information which they need to know.

· Distinguish between fact and opinion.

· Consider arguments critically and constructively.

· Make concise notes.

· Use dictionaries, glossaries and thesauruses to explain new words.

· Note the meaning and use of newly encountered words.

· Present the information in different forms.

· Use catalogues, indexes and Internet search engines.

· Read and interpret tables and charts.
Writing

Aims

· To enable children to be able to write in a variety of forms and for a range of audiences.

· To teach children to structure their writing, and to use punctuation to make the meaning clear.

· To develop children’s vocabulary so that they can express their ideas and gain the interest of the reader.

· To develop confident, competent spellers.

· To develop an appropriate handwriting style with which each child is comfortable with using and will therefore enhance their work. (Refer to appendix on handwriting.)
Objectives

· To give children opportunities to write for a range of audiences, and in a variety of forms/genres.

· To teach children the conventions of punctuation.

· To give children meaningful purposes for writing through cross-curricular planning.

· To develop a neat, fluent, cursive style of writing.

· To teach consistent rules of presentation throughout school.

· To give children opportunities to write alone and collaboratively.

· To give the children opportunities to chatterbox their work as a rehearsal to writing.

· To use speaking and listening activities such as drama to help plan and rehearse sentences before writing.

· To use a variety of teaching styles to meet the needs of the different learners e.g. the kinaesthetic learner.

· To teach children to plan, edit and re-draft writing.
· To encourage children to use computers for drafting, editing and producing display work.

Teaching Strategies
In order to fulfil the aims and objectives we will employ the following teaching methods: 
· Provide a literate environment in the classroom and around the school. (Labels, notice boards, key words and topic words on display).

· Provide alphabets, dictionaries, specialist vocabulary and an interactive spelling wall displaying the chosen spelling focus for that week.

· Provide shared, guided and modelled writing activities to demonstrate good practice.

· To use shared and guided writing session to teach specific skills.

· Provide modelled chatter-boxing activities which will develop children’s skills in talking about what they are going to write.

·  Provide opportunities for children to work in pairs and in small groups when producing written work, this allowing the chatter-boxing technique to take place.

· Teach children how to use punctuation at an appropriate level.

· Provide a range of audiences to write for (imaginary and real).

· Provide opportunities for extended writing activities.

· Teach handwriting as a regular activity, helping individuals to form all joins well and to develop their style.

· Give regular reminders about presentation issues such as neatness, style, title, dates.
· Ensure that children have access to word processing programs on the computer.

· Encourage children in their written work by valuing their ideas and finished product. 
· To encourage children to share and celebrate good work with the class and also in assemblies.
· To allow children time to reflect and review their written work.
Spelling
Spelling will be taught using the Letter and Sounds programme and the Spelling Bank from the National Literacy Resources, as appropriate to the child’s level of development. Such schemes encourage an investigative approach to the learning of spellings. In the Foundation Stage children will also use the Jolly Phonics scheme to supplement the teaching of Letters and Sounds. High frequency words in the National Literacy Strategy will be taught throughout the school. Other spelling activities will be taught within a literacy session such as root words, prefixes and suffixes. Supplementary spelling work can be taken from other schemes as necessary. Dictionaries and thesauruses at suitable levels for each class should be easily accessible and children should be taught how to use them and encouraged to do so when editing written work. Children will be taught different spelling strategies to help them to learn their spellings.
Punctuation
Punctuation will be taught throughout the school. It is essential to teach these skills for children to write well and in a way which will be clearly understood. The National Literacy Strategy outlines which areas are to be taught in which year group. Some skills will have to be revisited and practised every year to ensure confidence and competence.

Teachers must use appropriate activities to teach the necessary skills in each year group, so children gradually acquire the various conventions of punctuation. 

Regular work will need to be undertaken on sentence structure and children will need to be reminded repeatedly about full stops and capital letters. Children should be encouraged, at the end of a piece of written work to read over it and check for full stops and capital letters. 

Planning and Assessment

Planning is produced in line with the Learning objectives taken from the renewed Literacy Framework. These objectives reflect the requirements of the programmes of study for English in the National Curriculum.
As teachers plan their Literacy teaching time, they start from an understanding of where the children are in their current development and performances in the aspects addressed, and design their teaching to meet their learning outcomes. 

                Assessment in the school is ongoing; it will include informal observations and oral questioning, and half-termly planned activities designed to judge progress.  Recording systems give teachers the information that they need to plan and report successfully. In the Foundation Stage judgements are made alongside the Foundation Stage Profile.
Each half term a child’s progress is recorded and targets amended if necessary.  These are to be kept on the staff room computer.

Formal Assessment is carried out at the end of Key Stage 1 (i.e. in Year 2) through the use of teacher assessment and S.A.T. papers. 

 Feedback to Pupils

The feedback to pupils about their progress in literacy is achieved through the marking of work.  Effective marking aims to help the children learn.  Marking should as far as possible take place while the task is being carried out through discussion between child and teacher.

Making links with subjects across the curriculum 

Literacy contributes to many subjects of the primary curriculum, especially in terms of the non fiction.  Wherever possible, links will be made with other subjects across the curriculum.
Management 
Headteacher - It is the responsibility of the headteacher to keep well informed, provide active leadership and set high expectations for what can be achieved by staff and pupils.
There is systematic monitoring and self review, under the headteacher’s direction of teacher’s planning, teaching, assessment, learning outcomes and children’s work.
Literacy Leader - The Literacy Leader shares her expertise and gives support that is needed to influence practice throughout the school. She takes responsibility for the purchase and organisation of central resources in literacy.
Progress in literacy is monitored and the leader advises the headteacher on any action needed.  Performance of our Gifted and Talented, English as an Additional Language, Special Educational Needs and Ethnic Minority children will be specifically monitored.  Any gender issues will also be identified.  The co-ordinator keeps up to date with development in literacy education and disseminates information to colleagues as appropriate.
Teachers - There is a whole school approach to the professional development of our teacher’s knowledge of the primary literacy curriculum and appropriate teaching methods.
The teaching staff are committed to securing very high standards through effective teaching and learning throughout the whole school.

They set clear challenging targets for raising standards and a manageable plan for achieving them with regular evaluation of the school’s progress towards the targets – including effective arrangements, which take account of national standards, for assessing the progress of whole year groups and each class.

Teaching Assistants - Teaching Assistants are used effectively to support teachers in literacy lessons.  The role of support staff is to help to make sure that each child plays a full part in every lesson.  This may be through one of several approaches:
· Encouragement

· Questioning

· Prompting children

· Reinforcing teaching points as well as key language

· Assisting children with resources

· Taking small groups and operate intervention programmes e.g. Letters and Sounds, Social Use of Language Programmes
· Working with groups on differentiated work across the ability range

Governors - Governors are involved in formulating a policy, monitoring and evaluation.
Parents - Parents are kept well informed and encouraged to be involved through discussions at school and an annual written report.  We encourage parents to take an interest in their children’s literacy work and provide homework for children to complete with their guidance.

ICT
Information and Communication Technology is a major resource within the school.  Wherever possible it is to be incorporated into literacy on a weekly basis.  
We are developing our teaching through the use of an Interactive Whiteboard.  They are used when introducing topics to the children and allow interactive teaching within the literacy lesson.
Resources 

We have in school a wide range of resources e.g. guided reading texts, big books, puppets and spelling games, which are stored in a central area. (See literacy Resource List)

English as an Additional Language.

We support our EAL children in a variety of ways in literacy.  Whole class sessions provide helpful adult models of spoken English and opportunities for careful listening, oral exchange and supportive shared repetition.  Group work provides opportunities for intensive, focussed teaching input.  We repeat instructions for EAL children when necessary and emphasise key words.  Some language may need careful explaining.

Special Educational Needs

It is our intention whenever possible to include all children in our daily literacy lesson, so that they benefit from the emphasis on speaking and listening and participating in watching and listening to other children sharing and modelling their literacy skills whether it be writing or reading. Some children may also benefit from using additional/special literacy aids e.g. word banks.  However some classes may have children whose progress warrants special consideration. 
Review
This policy was fully revised and approved by the governing body in Spring 2011
It will be reviewed in accordance with our review timetable.
Appendix 1                                                

Handwriting

The importance of handwriting to the curriculum

Handwriting is concerned with individual expression and the conveying of meaning through fluent composition. 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.

Entitlement and curriculum provision

Handwriting is taught regularly through weekly lessons following the requirements of the National Literacy Strategy Framework. Shared and guided writing provides many other opportunities for the modelling and monitoring of handwriting. There are times when this aspect of writing is a focus for attention and more time is devoted to the objectives relating to handwriting and presentation. 

Teaching and Learning

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.  Consistency in the attitudes displayed, the methods employed and the models provided is the key to effective learning.  A mixture of whole class, small group and individual teaching is planned.
The role of the teacher is to:

· Follow the school policy to help each child develop legible and fluent handwriting;

· Provide direct teaching and accurate modelling;

· Provide resources and an environment which promotes good handwriting;

· Observe pupils, monitor progress and determine targets for development.

· Model appropriate handwriting to the children when using white boards, flip charts or marking books

Refer to Teaching and Learning Policy.

Continuity and Progression
Foundation Stage

In the pre-communicative stage pupils play with writing and these experiments are recognised and praised as an important stage in the child’s understanding that marks on paper convey meaning.  Pupils are given the opportunity to experiment with a range of writing materials and implements; a multi-sensory approach is used to help pupils feel the movement in the hand. Fine motor skills are developed through bead threading, colouring etc. Pencil control is developed through tracing, dot to dot, pattern copying etc. Letter formation is practised and the link to the phonic sound is made.
The emphasis at this stage is with movement rather than neatness.  Letter formation (starting at the right entry point and then moving in the right direction) learned at this early stage becomes automatic and has a profound influence on later fluency and legibility.  To aid movement, close attention is given to pencil grip, correct posture, the positioning of the paper and the organisation of the writing space.  Teachers are vigilant to ensure that bad habits do not become ingrained and that the specific needs of left-handed pupils (for example, additional tracking and tracing of letters at the pre-writing stage) and those with learning difficulties and disabilities are met.

Key Stage 1

Building on the foundation stage, pupils at Key Stage 1 develop a legible style.  This is achieved in Year 1 by developing a comfortable and efficient pencil grip and by practising handwriting in conjunction with spelling and independent writing. Children move on to thin pencils when appropriate.

Guided letter control is practised in letter “families”. Correct letter orientation, formation and proportion is taught in line with the Nelson Handwriting Scheme. Basic joins are introduced in year 1 when appropriate. This continues in Year 2 and the four basic handwriting joins (diagonal and horizontal joins to letters with and without ascenders) are practised and letters that do not join are identified. 

Children should practise all the letter shapes and joins as appropriate to their level of development and try to produce neat work at every opportunity. Children should practise presentation skills, especially for display or special projects, and try different layouts for different purposes.

Inclusion

The vast majority of pupils are able to write legibly and fluently.  However, some pupils need more support and provision will be made for this in Individual Education Plans. Teachers of children whose handwriting is limited by problems with fine motor skills should liaise with the SENCO to develop a programme designed for the individual child. This may involve extra handwriting sessions and access to extra resources. Other areas that could be considered are posture, lighting, angle of table etc. Outside agencies can be contacted where appropriate.

Teachers are aware of the specific needs of left-handed pupils and make appropriate provision

Teachers are alert to the fact that it is very difficult for left-handed pupils to follow handwriting movements when a right-handed teacher models them.  Teachers demonstrate to left-handers on an individual or group basis, even if the resulting writing is not neat. (see appendix – Guidance for the Provision of left Handed Pupils)

The role of parents and carers

Parents and carers are introduced to the school’s handwriting style in the Foundation Stage  and are reminded of the formation during year group meetings and parents’ interviews. It is important that parents are informed and encouraged to offer good models to their children by using only capital letters for the beginning of their names. Other activities should include practising drawing patterns together and playing joining up games that encourage left to right directionality.

The contribution of handwriting to other aspects of the curriculum
ICT
The growth in the use of word processing and desktop publishing has increased pupils’ awareness of the importance of presentation and the variety of handwriting styles/fonts available. Pupils are encouraged to evaluate a range of fonts and to select whatever is appropriate to suit particular purposes. At Key Stage 1 the following objectives for ICT presentation have been revised in line with the New Literacy Framework (2007)

Year 1 – children are to use the space bar and keyboard to type name and simple text.

Year 2 - children are to word process short narrative and non-narrative texts

 Teachers aim to make handwriting lessons relevant to the curriculum, by providing a purpose to the work where possible, encouraging the children to view handwriting as part of an overall presentation policy.
	Handwriting objectives in line with the New Framework.

	YR 1
	Yr 2

	Write most letters, correctly formed and orientated, using a comfortable and efficient pencil grip
	Write legibly, using upper and lower case letters appropriately within words, and observing correct spacing within and between words

	Write with spaces between words accurately
	Form and use the four basic handwriting joins

	Use the space bar and keyboard to type name and simple text
	Word process short narrative and non-narrative texts


Guidance on Provision for Left Handed Children

· paper should be positioned to the left for right handed pupils and to the right for left handed pupils and slanted to suit the individual in either case;

· pencils should not be held too close to the point as this can interrupt pupils’ line of vision;

· pupils should be positioned so that they can place their paper to their left side;

· left-handed pupils should sit to the left of a right-handed child so that they are not competing for space;

· extra practice with left-to-right exercises may well be necessary before pupils write left-to-right automatically.

Appendix 2
Library

Aims 

· The Library will be used to aid/support the curriculum study. It will encourage personal, pleasurable reading and develop research skills to support lifelong learning and a love for reading.

· The Library will be used to teach children how to use and respect books.

· All children will be given the opportunity to participate in the care of the Library. Pupils will be encouraged to carry out duties (e.g. tidying shelves and returning books).

· The Library will provide a wide range of good quality books and other learning resources to support the curriculum and personal needs of all pupils.

Accommodation and Access

The library at Bournes Green Infant School provides a safe, attractive and welcoming environment. It is used as a cross curricular resource for the teaching of other subjects from within the curriculum.

Pupils can access the Library with their class teacher or TA during timetabled periods during school time. Teachers encourage parent helpers to come into school to take groups of children to visit our library on a weekly basis to change their book. Teachers keep a record of which books have been borrowed and returned. 

Resources

The Library provides a wide range of resources covering a wealth of information from the curriculum as well as resources to reflect the cultural, personal, social and recreational interests and thoughts of the pupils.

· All stock is reviewed regularly and updated as necessary.

· Children are able to borrow one book at a time and will have an opportunity to change their book on a weekly basis. 

· Staff and children will aid the further development of resources for the Library by being asked opinions about the stock that is required for various year groups, subject areas and books of interest needed for the library.

· Many of our library books are provided by the Essex Library Service. Through this service, teachers have an opportunity to order book boxes related to their chosen topic for that term.

Funding

The Literacy Leader is responsible for the Literacy Audit and Development Plan which will  inform the allocation of the budget depending upon the targets for the school for that academic year.

Organisation and Use of the Library

The Library is a tool by which children and adults alike are able to access information and develop life skills.

· Non fiction books are organised according to the subject matter and are stored in topic boxes.
· Narrative texts are organised into book boxes
· Audio tapes and cds are available to accompany a selection of books.
· Large selections of puppets are available to aid the reading of traditional tales.
· There are resources available for staff to aid the teaching of phonics, guided and shared reading. 
POLICY FOR LITERACY
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