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SHEFFORD LOWER SCHOOL 

ENGLISH POLICY 
 
 

Rationale 
Reading, writing and communication are intrinsically linked and developed together across the curriculum. We believe it is essential 
for children to speak, read and write fluently in order to make progress in all areas of the curriculum, developing the skills for further 
education and to prepare them for life in society.  
Reading enables children both to acquire knowledge and to build on what they already know and is an essential tool when 
communicating with others. Literature has a high profile in school as we believe it holds an important role in developing children 
culturally, emotionally, intellectually, socially and spiritually.  
We believe it is important to enable children to become effective writers so they can develop ideas and communicate meaning to 
others. Writing should be taught as a purposeful and enjoyable activity in itself. 
 
This policy should be read in conjunction with the: 

 Handwriting Policy 

 Communication Policy 

 Learning and Teaching Policy 

 Assessment and Reporting Policy 

 Marking and Feedback Policy 

 Early Years Policy 

 SEND (Special Educational Needs & Disabilities) Policy. 
 

Aims 
At Shefford Lower School we aim for both boys and girls of all abilities to: 

 Be supported and encouraged to make rapid, sustained progress in reading and writing, whatever their starting point 

 Read widely and often, both for pleasure and information  

 Read a range of texts confidently and accurately with fluency and understanding 

 Employ a full range of reading cues, including phonic, graphic, syntactic and contextual. However, in the early teaching of 
reading, phonics and blending are taught as the primary means of decoding words 

 Foster an interest in words and their meanings 

 Have access to a wide range of literature from diverse cultures 

 Become familiar with significant authors and illustrators, and form opinions about their work 

 Develop their reading skills in tandem with writing so that their written work is enriched 

 Communicate their ideas and emotions to others through writing 

 Organise and structure their writing to record their learning clearly 

 Write with confidence and independence 

 Write clearly, accurately and coherently, adapting their language and style in a range of contexts and for a range of 
purposes and audiences 

 Plan, revise and evaluate their writing 

 Accurately spell words using their knowledge of phonics (sounds and letters), morphology (word structure) and 
orthography (spelling structure) 

 Write grammatically correct sentences using a range of punctuation correctly 

 Be supported and encouraged to make rapid, sustained progress in writing, whatever their starting point 

 Write neatly in a fluent and legible joined-up style. 
 

Intended Outcomes 
Children will be able to read fluently and with confidence, in any subject in their forthcoming education. In writing, children will be 
able to write clearly and coherently for a range of purposes. 
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Learning and Teaching 
Children are taught to read and write following the Early Years Foundation Stage Curriculum and National Curriculum.  The learning 
and teaching of reading and writing takes place both discretely and throughout all areas of the National Curriculum.  It takes place 
with children working individually, in groups with an adult and as a whole class. Opportunities for teaching vocabulary, grammar and 
punctuation are planned for and arise naturally within whole class shared stories and texts. Class teachers regularly read aloud a 
range of stories and texts to the class, allowing children to comment on and make sense of the events and experiences within the 
text. 
 

Leadership 
Regular opportunities for moderation of judgements will be supported in school and across schools for all age groups to ensure 
consistency of age related judgements. There will be opportunities for staff to participate in borough moderation activities. Each 
year group will provide the subject leader with a file of exemplars and moderation evidence on an ongoing basis. Staff will be 
supported to assess progress and attainment in writing, reading, grammar, punctuation and spelling on an ongoing basis and staff 
will be supported to use a tracking system to inform their planning. Middle leaders will work with year teams and staff to ensure 
progress is monitored regularly and interventions are planned for as required for individuals and groups of vulnerable learners. 
Leaders will plan a robust cycle of monitoring and evaluation for this subject area to ensure consistently high standards in provision 
and learning.  
 

Assessment and Recording 
 From the EYFS (Early Years Foundation Stage) parents are informed of individual progress during twice yearly consultation 

meetings 

 Termly reviews of learning, written by children with adults’ input are issued to parents every term 

 Early Excellence Assessment Tracker is used within the Early Years to keep parents up-to-date with their child’s experiences 
in class 

 The teacher keeps individual reading records 

 Staff, children and parents maintain reading record books 

 Before moving on to the next colour band, teachers assess children for accuracy and understanding 

 Ongoing, focused reading assessment takes place during individual/guided reading sessions led by staff in school 

 Children’s writing is teacher assessed against the National Curriculum using NFER guidance 

 Writing Progress books are completed termly and sent home to inform parents about their child’s progress (as above) 

 Children have regular opportunities to plan, edit and review their work as a result of oral or written feedback. 

 Children’s reading and writing is tracked every half term against the National Curriculum  

 Children are given individual reading and writing targets. Records of these are kept by the teacher and are written into the 
shared reading record book/English Target card. These targets are updated when achieved 

 In Years 1 and 2 (as applicable), children are assessed each half term against mock phonic assessments. 
 

Individual Needs 
Children’s individual needs in English may be for support, challenge or learning at greater depth. Children within a class will be at 
differing levels and the banded book reading scheme/Spelling Handbooks allow for progression.  
 
Some children may need structure and adult intervention, beyond the usual provision, to help them learn to read and write.  These 
children will read/work with a member of staff or parent helper on a more frequent basis in school. Children with an identified 
reading or writing need (e.g SEND primary need) will read/work with an adult on a daily basis in school. School support staff who 
have received training may work with children individually or in small groups using specific English programmes e.g Tracks, Precision 
Teaching. Parents will always be informed if their child is involved in one of these supportive programmes. 
 
Children who progress rapidly through the reading scheme may choose their own material.  Teachers carefully monitor this and the 
children are encouraged to choose challenging and demanding texts, of all genres. Non-fiction reading material is also available. 
Staff designate time to support children reading at a higher level through high-quality dialogue, ensuring questions and tasks are 
challenging. Able writers are challenged at greater depth within their year group curriculum, expanding their writing vocabulary with 
spelling challenges linked to word play and word meanings. More able writers are challenged to become involved in writing class 
blogs or submitting pieces for the school newspaper. 
 
1:1/Group Tuition is made available for some children, including those who are eligible for Pupil Premium. These groups run outside 
of the school day and are planned for/led by school teaching staff.  
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Partnership with Parents 
When a child reads to a member of staff or parent helper it will be recorded in the child’s reading record.  This book is used as a 
liaison between parent and teacher.  The school has an expectation that parents will read with their child and share books/other 
texts at home on a regular basis. Teachers will gladly meet with parents to discuss how best they can support their child when 
reading at home and information/key questions are also available within the Reading Record to support parents. Children may 
receive letter sound/tricky word cards or probe sheets to support work at home. 
 
Spelling Handbooks structure and support parents when working with their children at home. These include weekly word lists, tricky 
words and a range of word/sentence-based activities to support children in their understanding and application of the spelling 
rule/pattern. These are to be completed each week at home prior to the weekly dictation assessment.  
 
Children’s writing is teacher assessed against the National Curriculum each term and children’s work is shared with parents in the 
form of the Writing Progress books every term. These are sent home to inform parents about their child’s progress. Next 
steps/targets are recorded in this book to support parents when they are working with their children at home. Parents are 
encouraged to write comment in this book to support the school in celebrating their child’s effort. 
 
Parents are signposted to the school VLE (Virtual Learning Environment) where support is available e.g homework help, useful 
websites. 
 
Regular workshops are held each year to support parents, e.g Phonics Workshops. Parents who help in the classroom are given 
guidance about how best to support children when reading in school through volunteer induction meetings. 

 
Equality Statement 
The governors and staff are committed to ensuring that everyone is treated fairly in accordance with the school’s values. We are 
committed to providing the full range of opportunities for all individuals, regardless of gender, disability, ethnicity, social, cultural or 
religious background, and to overcoming any barriers to that access. We believe all individuals have the right to an environment, 
which dispels ignorance, prejudice or stereotyping, in which to learn and develop.   
 

Evaluation 
The implementation of this policy will be monitored by the English Co-ordinator who will evaluate developments in this area and 
identify any action points on the school improvement plan. The policy will be reviewed once every three years by staff and 
governors. 
 
 
 

Date reviewed:  November 2017 

Deputy Headteacher/ English Leader Polly Ross 

Headteacher Tracey Callender 

Chair of Governors Valerie Thompson 

Next review Due:  February 2020 
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Appendix 1 Reading - General Classroom Practice 

 From the time nursery children start school they take home one library book per week.  

 Letters & Sounds and Jolly Phonics based sessions encourage oral work in the early Years   

 In Reception classes children begin to learn Tricky Words/High Frequency words and continue to work on initial sounds  

 At the beginning of their Reception year children begin to choose books without words from the lower levels of the Book 
Band Scheme (Lilac), they then move on to read Dandelion Phonic Reading books. 

 Children progress through the coloured book bands and move up a level when they have read a breadth of their current 
band confidently, based on the teacher’s assessment 

 KS1 children are explicitly taught phonics on a daily basis through Letters and Sounds until they have mastered the 
programme 

 During Year 1, children are broadly grouped for focused phonics teaching for three of the five daily phonic sessions. These 
groups are organised and amended according to the half termly phonic assessments  

 Children may receive letter sound/tricky word cards or probe sheets to support work at home 

 In Key Stages one and two, children continue to progress through the coloured book band levels until they are deemed 
confident and able to choose their own reading material from a variety of sources (library, class shelves or home).  Children 
will change these books as they finish.    

 An adult will hear children read one to one or within a guided reading group a minimum of twice a week in school and one 
of these sessions will be with a member of school staff. Teachers will ensure they hear children read once every fortnight 
in order to assess and enable their progress. All reading in school will be logged in the Reading Records. 

 Opportunities to talk about books, discuss texts and answer questions are ongoing and children complete regular 
comprehension activities, whether orally within a group, on a one-to-one basis or as a written exercise  

 Preparation and practise for written comprehension tests begins in Key Stage One and continues through to Year 4 

 Children starting school, at any age, will be assessed for their reading and comprehension ability and reading books will be 
selected accordingly.  This assessment will inform the teacher’s provision for support or extension. 

 

 
Appendix 2 Writing - General Classroom Practice 

 In the Early Years, children are taught mark making/letter formation 

 Emergent writing is encouraged in the Early Years through the range of daily activities available to children 

 In Key Stages 1 and 2, teachers plan a weekly spelling lesson, weekly sustained writing sessions and teach all aspects of 
writing around a text-based curriculum 

 Children are taught to use the correct grammar, spelling and punctuation for their year group 

 Children are encouraged to write in response to a range of stimuli and for a range of purposes e.g narrative, poetry, 
autobiographical 

 Opportunities are provided for independent and collaborative work 

 Handwriting is taught following the school policy. There are opportunities for specific handwriting practice a minimum of 
3 times each week 

 Handwriting focuses on individual letter formation until Year 2 when the children begin to learn joins in ‘letter families’ 

 When marking children’s work, all staff will follow the school Handwriting Policy 

 From Year 2, children are taught to plan, draft, edit and improve their work 

 Within English or other curriculum areas, children are expected to apply the skills they have learnt in spelling, punctuation 
or handwriting 

 Preparation and practise for unaided writing assessments begins in Key Stage One and continues through to Year 4 in the 
form of Writing Progress which is assessed against the National Curriculum using NFER guidance 

 Displays make use of opportunities to develop writing for varied purposes, demonstrate print in varied contexts and 
reinforce/extend vocabulary. 
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Appendix 3 Grammar – General Classroom Practice 
 Teachers will plan, teach and track progress in vocabulary, grammar and punctuation 

 Key objectives for each year group will be assessed for grammar, vocabulary and punctuation 

 Displays make use of opportunities to develop grammar and corresponding terminology  

 Within English or other curriculum areas, children are expected to apply the skills they have learnt and staff will use age 
appropriate grammar terminology to support their writing across the curriculum  

 Teachers will plan activities which provide pupils with opportunities to develop their knowledge of grammar and 
corresponding terminology 

 Activities which are short and involve active learning will be planned to develop grammar skills regularly 

 The back of the yellow books will be ‘Magpie’ words and will support children’s development of a broader vocabulary and 
knowledge of synonyms.  

 

Appendix 4 Spelling – General Classroom Practice  
 Pupil progress in spelling will be tracked and monitored with interventions to support progression in place as required for 

target children 

 Spellings will be sent home weekly and parents will receive feedback on how children have performed in their test 
(dictation Y1-4) 

 Pupils will be give opportunity to practise spellings they have not got correct during the dictation to correct misconceptions 

 Across the curriculum children will be given opportunities to develop their knowledge of spelling and feedback on spellings 
will be given by teachers 

 Regular opportunities to reinforce and develop children’s knowledge of spelling rules will be planned for each year group 

 Pupils will use their yellow spelling books to support their progress and will always be encouraged by staff to ‘have a go’ 
before they are given the correct spelling 

 There will be a long term plan / map of progression in spelling across the school 
 


