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Wickford Primary School Literacy Policy 

 

Subject overview 

Aims and objectives 

 

English has a pre-eminent place in education and in society. A high-quality education in English will teach pupils to speak and 

write fluently so that they can communicate their ideas and emotions to others and through their reading and listening, others 

can communicate with them…All the skills of language are essential to participating fully as a member of society; pupils, 

therefore, who do not learn to speak, read and write fluently and confidently are effectively disenfranchised.  

(National Curriculum, 2014) 

 

At Wickford Primary School, we believe the development of Literacy skills is an entitlement for all pupils and therefore the 

responsibility of all teachers in the school, in partnership with parents, learning support assistants, senior management team, the 

governing body and other support agencies. Our aim is for the children in our school to become confident and skilled 

communicators. Consequently, children should be entitled to rich experiences that prepare them to participate fully in society. 

 

Literacy incorporates the essential skills of reading (including phonics), writing (including spelling and a secure understanding 

of grammar and punctuation), speaking and listening. These elements of language are interdependent and integral to all learning, 

meaning that elements of the literacy policy should be reflected across the curriculum, forming the basis for teaching in other 

subjects. Literacy skills should not therefore be seen in isolation, but as a “toolkit” that can be used in other subjects.  

 

There should be daily Literacy lessons and additional daily phonics sessions (lower school) or reading lessons (upper school). 

 

The overarching aim for English in the national curriculum is to promote high standards of language and literacy by equipping 

pupils with a strong command of the spoken and written word, and to develop their love of literature through widespread reading 

for enjoyment. The national curriculum for English aims to ensure that all pupils:  

• read easily, fluently and with good understanding  

• develop the habit of reading widely and often, for both pleasure and information  

• acquire a wide vocabulary, an understanding of grammar and knowledge of linguistic conventions for reading, writing 

and spoken language  

• appreciate our rich and varied literary heritage  

• write clearly, accurately and coherently, adapting their language and style in and for a range of contexts, purposes and 

audiences  

• use discussion in order to learn; they should be able to elaborate and explain clearly their understanding and ideas  

• can listen to what others say and respond appropriately 

• are able to speak clearly and confidently in a range of situations eg presentations, demonstrating to others and 

participating in debate.  

(National Curriculum, 2014) 

Statutory Requirements 

Statutory requirements for the teaching and learning of literacy are laid out in the National Curriculum (2014). Implementation 

of this began in September 2014. Teaching in EYFS is based on the Statutory Framework and Development Matters document 

(2012). At Wickford Primary School, we supplement this curriculum with other resources, teaching strategies and programmes 

that will benefit our children.  

 

We recognise that the different aspects of Literacy are inextricably linked, but for the purposes of this policy, they will be 

considered separately: 

 

• Reading and Phonics 

• Writing composition 

• Writing transcription – spelling 

• Writing transcription- handwriting 

• Vocabulary, grammar and punctuation 

• Spoken language 

• Resources 

• Monitoring and evaluation 

 

Victoria Styles, Primary Literacy Subject Leader, in consultation with Louise Withers, Lower School Literacy Subject Leader, 

September 2019 
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Reading and Phonics 

 

Aims and objectives 

 

Through reading … pupils have a chance to develop culturally, emotionally, intellectually, socially and spiritually. Literature, 

especially, plays a key role in such development. Reading also enables pupils both to acquire knowledge and to build on what 

they already know.  

(National Curriculum 2014) 

 

The ability to read is an essential foundation of all aspects of learning and at Wickford Primary School we recognise its 

importance. Our school has a strong reading culture, where reading is valued, rewarded and celebrated. We work hard to teach 

the knowledge and skills children need to become confident and effective readers, so that they can read for both pleasure and 

information. Children’s reading skills should enable them to access all areas of the curriculum, both in primary school and as 

they move on to their secondary education. Additionally, we aim to foster a lifelong love of reading and understand that children 

who read widely become more confident and skilled writers. 

 

Implementation 

 

… all pupils must be encouraged to read widely across both fiction and non-fiction to develop their knowledge of themselves and 

the world in which they live, to establish an appreciation and love of reading, and to gain knowledge across the curriculum. 

(National Curriculum 2014) 

The National Curriculum 2014 identifies word reading and comprehension as the two dimensions of reading, both of which need 

to be taught specifically and mastered in order for children to be considered successful readers.   

Word reading involves decoding of new words and the ability to recognise familiar words, both of which rely on a secure 

understanding of phonics, based on the Letters and Sounds document (2007). 

We recognise the essential role of phonics in reading, which provides the starting point for learning to read in EYFS. Daily 

phonics sessions (30 minutes) are taught throughout the lower school and differentiated to provide support or challenge for 

pupils at the appropriate level. Phonics and reading are taught side by side throughout lower school, enabling children to 

confidently blend sounds in order to read. Sessions are interactive, involving the use of actions and a range of practical and ICT-

based resources. In EYFS, children are taught the graphemes for the 44 phonemes, learning how to blend them for reading and 

segment them for spelling. They are also taught to recognise high frequency “tricky” words which do not follow phonic rules eg 

the and was. In Years 1 and 2, children are taught the different spellings for phonemes and the graphemes that can be 

pronounced in different ways. By the end of Year 2, most pupils are able to blend and segment effectively and so phonics 

sessions focus on grammar and spelling rules (including adding prefixes and suffixes and selecting the correct homophones. 

Common exception words are also taught in Years 1 and 2.  Phonic skills should be embedded by the beginning of Year 3, but 

we acknowledge the different starting points of our pupils and the need for some pupils to complete the six phases. Pupils are 

quickly assessed in Year 3 and phonics/spelling sets are put in place during the first term to fill in gaps or challenge pupils 

appropriately. Therefore, systematic teaching of phonics in Year 3 (and beyond for some pupils if deemed necessary) continues, 

based on ongoing assessment.  Children not working at the expected standard for phonics and reading in EYFS and lower school 

will be targeted for additional support. (Also see spelling section). Children are taught to read the words from the Year 3 and 4 

and Year 5 and 6 word lists as appropriate. 

At Wickford Primary School, we also value the role of other strategies, for example the recognition of “tricky words” which do 

not follow phonic rules, using pictures (for early readers) and contextual clues to support decoding. 

Comprehension involves the understanding of words, grammar and knowledge of the world. Comprehension skills develop 

through pupils’ experience of high-quality discussion with the teacher and reading and responding to a range of texts. Reading 

can also extend pupils’ vocabulary and allows their imaginations to develop by opening up “a treasure-house of wonder and joy 

for curious young minds.” 

 

In addition to these two aspects, we use the reading skills identified in the National Curriculum 2014 (2a to 2h) as a valuable tool 

for teaching and assessing reading; we recognise that they cover all the skills successful readers have.  

In lower school, reading comprehension skills begin with children using books without words for discussion with adults. 

Initially the children will use picture clues, then key words and sentences, allowing the children to apply both decoding and 

comprehension skills simultaneously. The children follow a programme of banded books as they become more confident and 

skilled readers. These are matched to the children’s expanding phonics skills to enable them to practise their blending and 

recognition of high frequency words at home. These are based on the Oxford Reading Tree scheme and Bug Club. 

Comprehension skills are further developed in school using Collins Big Cat comprehension resources. Children in lower school 

will read with an adult at school at least once a week. Adults will also support children to change their books when completed 

and monitor the regularity of reading at home, providing additional sessions in school if necessary. Additionally, children in 

EYFS are given the first hundred words for reading in a book to practise at home and move on to the second hundred when they 
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have achieved this. Children who do not learn these words in EYFS will continue them in Year 1. Year 1 and 2 pupils also read 

as part of a guided group each week. We value the use of a range of books being read to the children to encourage a love of 

reading and give them access to texts they may not yet be able to read independently. The children are given the opportunity 

every week to borrow a book from the well-stocked lower school library to share with their parents alongside their banded book.  

In upper school, all children have a 45 minute daily reading lesson in addition to Literacy lessons. These lessons take the format 

of shared reading (teaching of specific reading skill or strategy to whole class), individual reading tasks to practise skills with 

regular guided sessions (led by an adult with specific focus). Sessions should conclude with the sharing of a class reading book 

to promote the love of reading – this may also be read at other times of the day. Children have a dedicated reading activity book 

in which to record their learning. In addition to this, children should be given the opportunity to read for sustained periods to 

develop their ability to focus on longer texts. In Year 3, children still working on banded books will continue at the appropriate 

level for their reading ability, organised with coloured stickers and kept within class collections and LSA resource boxes (with 

additional resources in the Sunshine Room). (See separate book banding document). As children complete banded books, they 

should be taught strategies for choosing books at the right level ie they are able to access them independently but also be 

challenged by them. The ‘Five Finger Rule’ is a suitable strategy (see separate document sent to parents). 

Reading skills should also be taught and consolidated through other curriculum subjects in lower and upper school. 

We recognise that in the future, pupils will be accessing more and more texts using information technology tools and should aim 

to include a range of these opportunities to use as part of the teaching of reading. This includes our computer-based reading 

resource Bug Club, through which children can access a wide variety of texts online. 

Pupils who are finding reading challenging in either key stage should also have additional sessions in one to one or small group 

sessions in order to develop their skills. This may take the form of additional phonics sessions or more one to one reading 

sessions in lower school. In upper school, this may involve additional Read, Write Inc. activities to develop phonic knowledge, 

Catch Up sessions to develop comprehension skills or one to one tuition. These activities should be tailored to the pupils’ 

specific needs and in consultation with the SENCO. 

 

At Wickford Primary School, we take every opportunity we can to encourage and celebrate reading. We arrange book events, 

celebrate World Book Day and arrange for authors to visit our school.  Reading clubs also take place, including more able 

groups in both key stages. We are part of the Keep On Reading project (set up to encourage parents of Year 3 and 4 children to 

continue reading aloud to their child). In lower school, a Reader of the Month award is given. The yearly reading award in upper 

school rewards individuals and classes for regular reading. In upper school, the Reading Ambassadors programme encourages 

boys in Years 3 and 4 to read by working with a mentor from Year 4 or 5. Teachers are encouraged to take their classes regularly 

to the local public library from Year 2 onwards. Class teachers should recognise the importance of their position as role models 

in encouraging reading. 

 

We appreciate the vital role parents and guardians play in developing children’s reading. Information on strategies for 

supporting reading at home are provided, including parent workshops. Reading is part of each child’s homework and parents are 

expected to assist their child. Each child has a reading journal in which reading at home should be recorded and teachers should 

monitor this regularly.  Adults working with readers in school should also record their comments in the reading journal.  

 

 

Assessment 

 

Assessment procedures consist of a combination of teacher assessment (recorded in upper school on reading banding assessment 

record sheets based on reading skills 2a to 2h), QCA for end of key stage assessments and additional assessment resources (eg 

Bug Club banded assessments for Years 1 and 2, Testbase end of year assessments and half termly Rising Stars assessments in 

Years 3 to 5).  

 

In EYFS, assessment of the children’s ability to read the first and second hundred words is assessed in school. Throughout lower 

school, phonics will be regularly assessed and recorded by adults in class as part of ongoing assessment for learning. On a half 

termly basis, phonic knowledge is assessed more formally. At the end of Year 1, children will participate in the phonics 

screening -  pupils who do not achieve the required level are given additional support and retake the test in Year 2. Reading 

assessment in Years 1 and 2 is based on teacher assessment using AFL strategies such as running records and the band the child 

is reading on. Bug Club comprehensions are used in conjunction with these to identify bandings with the support of Target 

Tracker statements. The children’s ability to read common exception words are assessed half-termly in Years 1 and 2. 

 

In upper school, the main basis of assessment should be work in class recorded and dated on banding sheets. Assessment is 

carried out on an ongoing basis, with summative assessment for Target Tracker at least once per term. Bandings should be 

moderated within year groups before summative assessment is submitted. Bandings are shared with parents at consultation 

evenings and in end of year reports.  

 

 

Early baseline assessments should be carried out in EYFS and Year 3 to quickly identify starting points and pupils who are 

falling behind or achieving at a high level. Strategies are then put in in place to enable them to be supported or challenged as 
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necessary. Lower attaining or SEN pupils may also carry out assessments to help identify their reading age and track their 

progress, for example the Suffolk test. 

 

Target setting should be based on both summative and ongoing assessment for the class. Each class will have a reading focus, 

based on one of the reading skills 2a to 2h. This focus is identified by the subject leader’s summaries of strengths and areas to 

develop, based on analysis of data. Pupils should be aware of their class target and know what to do in order to achieve it. 

Targets should be reviewed at least once per term.  

 

All reading assessment and target information should be recorded and passed on to the next teacher. 

 

 

 

 

Writing Policy 

 

Overview of writing aims and objectives 

 

 The National Curriculum 2014 states that children should be able to write clearly, accurately and coherently, adapting their 

language and style in and for a range of contexts, purposes and audiences.  

In order to ensure this, we aim to enable our pupils to: 

 

•  write with confidence, fluency and understanding 

• write with accuracy and meaning in narrative, non-fiction and poetry, using the features of different genres successfully 

in their own writing 

• change the way they write to suit different purposes and audiences. 

• develop their creativity and vocabulary through written tasks 

• write successfully for all subjects, knowing that writing skills should be applied in all curriculum areas 

• use writing in a range of contexts, including real-life situations wherever possible, adapting language and style 

appropriately 

• enjoy writing 

 

Writing in the National Curriculum is divided into writing composition and writing transcription (spelling and handwriting). For 

the purposes of assessment, the vocabulary, grammar and punctuation has also been included in this section.  

 

 

Writing composition 

     Aims and objectives 

     Effective composition involves forming, articulating and communicating ideas, and then organising them coherently for a reader. 

This requires clarity, awareness of the audience, purpose and context, and an increasingly wide knowledge of vocabulary and 

grammar. (National Curriculum 2014) 

At Wickford Primary School, we recognise the link between articulating ideas and structuring them in speech and writing. The 

Talk For Writing strategy is therefore a highly valued strategy that should be used throughout our school. (See Spoken Language 

policy). The strategy of Think it, say it, write it, check it is an essential tool to transfer spoken language accurately into writing. 

Planning, revising and evaluating are also integral elements of composition. 

 

Implementation 

 

Children should be taught skills in the following areas: 

• sentence structure  

• punctuation and syntax 

• organisation of text, including links within and between paragraphs 

• ideas, details and author viewpoint 

• interest for the reader and purpose 

• vocabulary 

• planning 

• evaluating, editing and responding to feedback 

(See writing band criteria for a more detailed description of skills for each year group within each area. See also writing 

transcription section for spelling and handwriting). 

 

Children are treated as writers from the earliest possible stage in EYFS. Initially, children often begin by mark making which 

represents meaning they can convey orally – children will not be able to transcribe all the ideas they would like to 

communicate. They are strongly encouraged to communicate through writing, even at its earliest emergent stages where 

“writing” is not actually representing what the child is attempting to communicate. This helps them to gain confidence while 

they learn and start to apply transcription skills. A range of structured writing experiences in different contexts, including the 

outdoor learning area, should be provided, as well as giving the children the opportunity to write freely. Writing skills are 
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developed in lower school by applying them to a range of purposes (eg labelling, captions, single sentences) and gradually 

building up stamina by writing for longer periods on extended tasks (eg recounts, stories and letters). In upper school, the 

children continue to develop skills through a widening range of text types (eg explanation texts, formal letters, playscripts) and 

sustaining writing over longer periods of time. 

 

The experience of writing should be in a range of contexts. Great consideration should be given when planning units of work to 

ensure children enjoy writing and are as engaged as possible, particularly boys. Making writing relevant to children should be 

considered the best way to achieve this. Wherever possible, real-life contexts should be used and an audience provided, for 

example writing a story to share with pupils in another year group. Opportunities to publish finished writing should be given to 

value the children’s efforts, such as celebrating writing by using displays. This should be done in a variety of ways, including the 

use of ICT – these are likely to be the skills children will need in their working lives. Cine-Literacy (the use of film or television 

as a basis for writing) should be used throughout the school to inspire and support the teaching of writing. Our themed approach 

allows the children ample opportunities to write for a range of purposes across the curriculum. The skills taught and applied in 

Literacy lessons should be seen as a “toolkit” which can then be used when writing for other subjects. 

 

The close link between reading and understanding texts and then being able to write in the same style means we use the Reading 

Into Writing Journey to ensure children have the skills they need to write successfully. A range of texts within a genre should be 

read first, then their features should be analysed before children are asked to write in the style. New writing skills such as 

grammar, different sentence structures and using new vocabulary should be taught and practised before writing a whole text. 

Modelling using Writer Talk (see Talk For Writing documents) and shared writing should be used consistently by teachers to 

help children learn more about the process of writing itself. Talk For Writing is also vital for learning the structure of stories and 

using them as a basis for the children’s own writing following the process of imitation, innovation and invention.  

 

Curriculum 2014 highlights the need to explicitly teach children how to plan, revise and evaluate their own work. This should 

now be an intrinsic part of the teaching of writing. Children should be taught to assess their own writing, identifying strengths 

and areas to develop in the future.  

 

There should be frequent opportunities for children to discuss their work with peers throughout the writing process. Talk For 

Writing also involves the opportunity for oral rehearsal (enabling children to practise and improve what they are going to write 

before committing it to paper) which children should be encouraged to do. The use of success lists and writing skills lists (in 

independent writing books) is also used throughout upper school.  

 

 

Each classroom has an engaging Literacy working wall and displays with information to support the children’s learning as 

appropriate to the children’s age and ability. In upper school, this will include a Literacy Skills board. This should be interactive 

and be updated to match the genre being taught. This enables the children to identify the grammar and punctuation skills they 

need to apply to their writing. 

 

Pupils who are finding writing challenging should also have additional support in order to develop their skills, for example as 

part of a focus group in the classroom, through precision teaching to address specific misconceptions, small group interventions 

or one to one tuition. These activities should be tailored to the pupils’ specific needs and, if necessary, in consultation with the 

SENCO. 

Assessment 

 

A banding system for the assessment of writing has been formulated, based on the National Curriculum 2014. Statements 

covering bands 2 to 5 enable teachers to assess summatively and for all aspects of writing. These sheets should be annotated for 

each independent writing task, carried out fortnightly. This will help to identify pupils’ strengths and area to develop. Pupils 

should have writing skills lists, relating to year group expectations, in their independent writing books. These should enable 

them to identify their own areas of strengths and weaknesses, helping them to know what to work on in order to improve.  

Writing should be assessed summatively using these sheets at least once per term, although ongoing AFL is essential in targeting 

pupils falling behind or need of more challenge. Banding assessments should be shared with parents at consultation evenings 

and in end of year reports.  

 

Target setting should be based on both summative and ongoing assessment for the class. Each class will have a writing focus, 

based on one the writing skills on banding assessment sheets. This focus is identified by the subject leader’s summaries of 

strengths and areas to develop, based on analysis of data. Pupils should be aware of their class target and know what to do in 

order to achieve it. Targets should be reviewed at least once per term.  

 

All writing assessment and target information should be recorded and passed on to the next teacher. 
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Writing transcription 

 

In order to communicate ideas accurately in writing and focus on composition, good transcription skills are important. These 

skills are divided in Curriculum 2014 into spelling and handwriting. 

 

Spelling 

(See also Reading/phonics) 

 

Aims and objectives 

Writing down ideas fluently depends on effective transcription: that is, on spelling quickly and accurately through knowing the 

relationship between sounds and letters (phonics) and understanding the morphology (word structure) and orthography 

(spelling structure) of words. (National Curriculum 2014) 

 

An important aspect of communicating ideas in writing with clarity is competent spelling.  Work that demonstrates a poor 

standard of spelling can fail to do justice to a composition. Early acquisition of spelling skills is therefore key and we aim to 

provide an environment where children are enabled to become confident and competent spellers. This is not only through 

specific spelling tasks and tests, but also in writing compositions and throughout the curriculum. 

 

However, we also recognise that spelling is only one aspect of writing; great writers can find spelling a challenge. Children 

should not be “afraid” to spell words incorrectly. It is far better to use adventurous vocabulary and spell it incorrectly than stick 

to simple words. Spelling is a work in progress - children cannot be expected to spell all the words they wish to use correctly – 

and life skills for learning and checking spellings should therefore, be taught. They should be effectively modelled by teachers, 

for example by checking spellings in the dictionary during shared writing sessions.  

 

Therefore, we aim for pupils to: 

 

• develop a positive and confident attitude to spelling 

• have a secure understanding of phonics 

• have a large bank of words (based on National Curriculum appendices) they can spell correctly 

• develop a range of strategies that they can apply in order to be successful spellers including; recognising and using 

common patterns/letter strings, words with prefixes and suffixes, visually identifying misspelt words, recognition of 

root words 

• efficiently proof read and edit their own work for spelling accuracy 

• be able to use dictionaries quickly and efficiently 

• be able to use ICT-based tools to support spelling eg spellcheck facility 

• give children strategies to cope with real situations that require accurate spelling 

 

Implementation 

 

Spelling (including that of common exception words and the first two hundred words from Letters and Sounds) is taught through 

phonics sessions and Literacy lessons in lower school. Spelling lists are sent home for children to work on with parents and 

carers and assessed regularly at school. In upper school, the Read Write Inc. spelling scheme is used (based on the National 

Curriculum (2014) statutory appendices outlining spelling patterns and rules to teach for LKS2 and UKS2 . It also provides 

additional statutory word lists for LKS2 and UKS2 and additional teaching guidance.) Other resources should still be used when 

appropriate eg Spelling Bank activities/Support For Spelling activities/Spellit programmes. Spelling should be taught explicitly 

using the Read Write Inc. spelling programme and every child has his or her own practice book. This scheme includes teacher-

led sessions as well as independent, paired and group activities in practice books, providing engaging tasks for the children and a 

variety of strategies to use to improve spelling. In accordance with Essex recommendations, there should be approximately six 

15-20 minute spelling sessions per fortnight. This should be through whole class, group, paired or individual work, based on the 

needs of the pupils. The teaching of spelling should not only occur at these times but also during Literacy lessons, early morning 

work and as appropriate in other curriculum areas.  

 

Teachers should encourage the regular use of the Look, Say, Cover, Write, Check strategy for learning spellings. However, 

when teaching spelling, it is particularly important to use a wide range of multi-sensory strategies to effectively enable different 

types of learners to have their needs met. A range of teaching will therefore help the majority of children to progress with 

spelling.  

Useful strategies are: 

• using a range of interactive resources such as magnetic letters, different writing tools and ICT programmes 

• spelling bees  

•  through handwriting to develop muscle memory through fluent joined handwriting that facilitates a multi-sensory 

approach 

• use of mnemonics 

• practising writing dictated sentences by “hold a sentence, write a sentence” (specifically mentioned for LKS2 in 

National Curriculum 2014 and part of the Read Write Inc. spelling scheme) 

• word games/ playing with words (Pie Corbett’s Jumpstart) 

• wordsearches 
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Spellings should be set as part of homework. Teachers should set these carefully, differentiating for groups and more and less 

able pupils as appropriate. The basis for the spellings set should be the appendices from the National Curriculum. In lower 

school, spelling lists are sent home for children to work on with parents and carers and assessed regularly at school. In upper 

school, spellings from the National Curriculum appendices are covered in twelve units per year in the Read, Write Inc. scheme. 

It should be noted that for younger or less able pupils, other words may be more appropriate eg those related to phonic 

knowledge/Letters and Sounds (2007) or high frequency words not yet grasped. Learning spellings and using them in sentences 

(or a text for UKS2 and more able pupils) is part of homework for all pupils and parents should be actively encouraged to 

support their child with this in upper school.  

 

Children should always be given the opportunity to proof read and edit their work (including for spelling) before completion. 

Teachers should insist on correct spellings for all published work or work on the computer. However, in other written tasks, 

teachers should use their discretion in correcting/identifying misspelt words, basing their judgement on whether they are 

common words and the child’s ability. Self-confidence may be affected if all incorrect words are identified. Correcting some 

spellings should sometimes form a green for growth comment (see marking policy). Correcting some spellings for the children 

to copy out three times is also sometimes appropriate (see marking policy). 

 

We recognise the essential role of phonics in spelling, especially in lower school. Phonics sessions will involve children 

segmenting sounds in order to spell (as well as blending to read). Phonic skills are taught systematically throughout EYFS and 

lower school (see reading/phonics) and should therefore be embedded by the beginning of Year 3, but we recognise the different 

starting points of our pupils and the need for some pupils to complete the six phases. Therefore systematic teaching of phonics in 

Year 3 (and beyond if deemed necessary) should continue, based on assessment. Children not working at the expected standard 

for phonics will be targeted for additional support – this is managed by the SENCO (see reading/phonics). 

 

Pupils who are finding spelling challenging should also have additional sessions in one to one or small group sessions in order to 

develop their skills, for example additional Read, Write Inc. activities in Years 3 and 4 to develop phonic knowledge or focussed 

precision teaching. (Lower attaining or SEN pupils may also carry out additional assessments to help identify their spelling age 

and track their progress, for example the single word spelling test.) These activities should be tailored to the pupils’ specific 

needs and, if appropriate, in consultation with the SENCO. 

 

 

Assessment 

 

 

Spelling is regularly assessed throughout lower school. It is formally assessed in Years 2 and 6 as part of the assessment of 

writing and the GPS test. It should be noted that the writing assessment bands used from Years 2 to 5 (see writing assessment) 

cover spelling. However, there is also supplementary testing of grammar, punctuation and spelling (GPS) using Rising Stars 

resources and Testbase end of year assessments – these tests all include a discrete spelling test as well as questions in the written 

paper in the same format as Years 2 and 6 end of key stage tests. Years 2 and 6 will also be regularly assessed to prepare them 

for end of key stage testing. Additionally, in Years 3 and 4, the single word spelling test is administered to all children to 

identify children in need of additional support. Years 3 and 4 and Years 5 and 6 spelling lists are regularly reviewed too. 

 

 

Target setting should be based on both summative and ongoing assessment for the class. Each class will have a writing focus, 

based on one the writing skills on banding assessment sheets - this may be related to spelling. This focus is identified by the 

subject leader’s summaries of strengths and areas to develop, based on analysis of data. Pupils should be aware of their class 

target and know what to do in order to achieve it. Targets should be reviewed at least once per term.  

 

All spelling assessment and information should be recorded and passed on to the next teacher. 

 

 

 

 

Handwriting 

Aims and objectives 

 

Writing also depends on fluent, legible and, eventually, speedy handwriting. (National Curriculum 2014) 

 

Handwriting remains the most immediate and personal means of communication. A clear, legible style of writing helps 

communicate ideas without misunderstanding – judgements are often made based on the appearance of a text before it is even 

read. Therefore handwriting is an important part of the writing process, including publishing work that the children feel proud 

of. At Wickford Primary School, we aim to enable pupils: 

 

• to write according to our school handwriting exemplar  

• to write legibly, fluently and at an appropriate speed  

• to apply handwriting skills consistently and in all curriculum areas 

• to understand that handwriting requirements vary according to the task. 
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As they are closely linked, handwriting should be taught alongside spelling – the “muscle memory” of joining handwriting to 

spell words is shown to be a significant factor for successful spelling.  

 

Implementation  

 

Although pupils should develop individual handwriting styles, children can best develop their handwriting if it is taught within a 

structured approach. Handwriting should be explicitly taught by the teacher modelling specific letters, joins and words on the 

board so children have a secure understanding of how letters and words are formed. Teachers should ensure they consider the 

following when supporting children with handwriting: 

●  Is the pencil/pen correctly held? Three-fingered grip should be encouraged from EYFS. Some pupils may benefit from using a 

rubber grip.  

• Is the child’s posture correct? Is the paper angled appropriately? 

• Is the child left-handed? Provision should be made eg they should sit on the left-hand side of a right-handed child to prevent 

arms from colliding/have paper on the left side of the midpoint of the body/hold the pencil or pen further away from the 

point 

●  Can the child start and finish letters using correct letter formation? 

●  Are the shape and size of letters correct and consistent? 

●  Can the child use ascenders and descenders correctly? 

●  Can the child form upper and lower case letters and recognise when each should be used? 

●  Is the child able to join letters correctly? 

 

 

Teachers should be good role models for pupils, writing on the board and in children’s books following the school handwriting 

exemplar (see copy). 

 

In EYFS and Years 1 and 2, we recognise that handwriting develops in conjunction with fine and gross motor skills and so 

opportunities to develop these skills are included in classroom and outdoor activities. This should include encouraging mark-

making and emergent writing as soon as pupils begin school. In EYFS, the children are taught to form individual letters using a 

lead-in, making it easier when they begin to join letters further up the school. Letter formation is taught in phonics lessons as 

letters are introduced eg s, a, t, p, i, n. In addition to this, the children are provided with other opportunities to practise these 

skills in structured activities as well as free writing. In Year 1, the formation of all individual letters will quickly be assessed 

using families, beginning with c, o, a, d (see Appendix 1). Children still not forming letters correctly (including lead-ins) are 

given additional support as appropriate. Then children are taught to join letters matching the digraphs and trigraphs they are 

taught in phonics sessions. In Year 2, the letter joins taught in Year 1 will be quickly assessed and children still needing help 

with this will be given additional support as appropriate. After this, children will be explicitly taught how to join other letters 

(see Appendix 2) and use them in words. In Year 2 phonics sessions, the children will practise joining letter strings and spelling 

patterns taught too. There will be at least one handwriting lesson in addition to daily phonics sessions in Years 1 and 2.  

 

Although our expectation is that children should come from key stage 1 joining letters or with the strokes needed to do so, we 

find a significant number do not. As a result of this, our starting points differ based on pupils’ abilities. Some children will need 

more support – additional individual or small group sessions with a specific focus, based on a scheme to support them or 

practising fine motor skills in a different context. These activities should be tailored to the pupils’ specific needs and, if 

appropriate, in consultation with the SENCO.  

 

Children should experience using different writing implements according to the task. However, for work in class books and for 

presentation, children will use pencils throughout lower school and in upper school until the teacher is confident that the child is 

able to use a pen correctly. This transfer will normally be during Year 3, but may be later, dependent on the progress of the 

individual. 

 

The children should use only handwriting pens in upper school, but not biros. These pens are on sale at cost price from the 

school office. 

 

When crossing out work children will be encouraged to put a single line through the error and to continue. If children use a 

rubber, they should use it sparingly. Lower school pupils are not permitted to use a rubber. 

 

We also recognise that in the future, our pupils will use ICT-based technology an increasing amount and so also should include 

opportunities to develop typing and other ICT presentation skills.  
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Vocabulary, grammar and punctuation 

Aims and objectives 

 

Opportunities for teachers to enhance pupils’ vocabulary arise naturally from their reading and writing. As vocabulary 

increases, teachers should show pupils how to understand the relationships between words, how to understand nuances in 

meaning, and how to develop their understanding of, and ability to use, figurative language. They should also teach pupils how 

to work out and clarify the meanings of unknown words and words with more than one meaning.  

Pupils should be taught to … use Standard English. They should be taught to use the elements of spelling, grammar, punctuation 

and ‘language about language’ listed.  

Throughout the programmes of study, teachers should teach pupils the vocabulary they need to discuss their reading, writing 

and spoken language. It is important that pupils learn the correct grammatical terms in English and that these terms are 

integrated within teaching. (National Curriculum 2014) 

 

As a consequence, at Wickford Primary School, we aim for our pupils to be able to in both spoken and written tasks 

: 

• understand and use a wide range of vocabulary appropriately 

• use appropriate vocabulary based on audience, purpose and context 

• use their understanding of spelling, grammar and punctuation correctly in order to communicate their ideas clearly  

• use standard English and ensure writing is grammatically correct 

• use the language of grammar correctly  

• be prepared for using these skills in real-life situations 

 

 

Implementation 

Teaching of VGP should be based on the National Curriculum non-statutory glossary and additional guidelines.  

 

It is essential that VGP should not be taught discretely, but on an ongoing basis throughout the teaching of Literacy. Many 

aspects are also part of the writing composition strand and therefore should be taught within it. There may, however, be 

occasions when sessions focussing on these skills may be considered appropriate, depending on the needs of the pupils. In Years 

2 and 6, VGP is taught in discrete sessions to prepare for end of key stage GPS tests. 

 

Children should be encouraged to use Standard English within the classroom. This should be consistently modelled by adults 

throughout the school. 

 

Children in Year 2 and above are actively encouraged to use thesauruses to develop the range of vocabulary they use.  

 

Pupils who are finding VGS challenging should also have additional sessions in one to one or small group sessions in order to 

develop their skills, for example using thesauruses to develop vocabulary or focussed precision teaching. These activities should 

be tailored to the pupils’ specific needs and, if appropriate, in consultation with the SENCO. 

 

 

Assessment of writing composition, transcription and VGS 

 

A banding system for the assessment of writing has been formulated, based on the National Curriculum 2014. Statements 

covering bands 2 to 5 enable teachers to assess summatively. These sheets should be annotated for each independent writing 

task, carried out fortnightly. This will help to identify pupils’ strengths and area to develop. Pupils should have writing skills 

lists, relating to year group expectations, in their independent writing books. These should enable them to identify their own 

areas of strengths and weaknesses, helping them to know what to work on in order to improve.  Writing should be assessed 

summatively using these sheets at least once per term, although ongoing AFL is essential in targeting pupils falling behind or 

need of more challenge. Banding assessments should be shared with parents at consultation evenings and in end of year reports.  

 

It should be noted that the writing assessment bands cover writing composition, spelling and handwriting. Although it also 

covers many aspects of VGS, there is also supplementary testing of grammar, punctuation and spelling (GPS) using Rising Stars 

resources and Testbase end of year assessments. Years 2 and 6 will also be assessed to prepare them for end of key stage testing. 

 

Early baseline assessments should be carried out in Year 3 to quickly identify pupils who are falling behind and put strategies in 

pace to enable them to catch up. 

 

Target setting should be based on both summative and ongoing assessment for the class. Each class will have a writing focus, 

based on one the writing skills on banding assessment sheets – this may be linked to VGS skills. The focus is identified by the 

subject leader’s summaries of strengths and areas to develop, based on analysis of data. Pupils should be aware of their class 

target and know what to do in order to achieve it. Targets should be reviewed at least once per term.  

 

All writing assessment and target information should be recorded and passed on to the next teacher. 
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Spoken Language 

 

Aims and objectives 

The quality and variety of language that pupils hear and speak are vital for developing their vocabulary and grammar and their 

understanding for reading and writing. Pupils should develop a capacity to explain their understanding of books and other 

reading, and to prepare their ideas before they write. Pupils should also be taught to understand and use the conventions for 

discussion and debate.  

All pupils should be enabled to participate in and gain knowledge, skills and understanding associated with the artistic practice 

of drama. Pupils should be able to adopt, create and sustain a range of roles, responding appropriately to others in role. They 

should have opportunities to improvise, devise and script drama for one another and a range of audiences, as well as to rehearse, 

refine, share and respond thoughtfully to drama and theatre performances.  (National Curriculum 2014) 

At Wickford Primary School, we acknowledge that speaking skills underpin communication and learning and place a very high 

value on them. We recognise the crucial role spoken language plays in developing both reading and writing skills as well as 

those across the curriculum – in essence, the best speakers make the best readers and writers. We aim for children to: 

 

• speak confidently and appropriately in a range of situations and for different audiences 

• use Talk For Writing skills across the curriculum (see below) 

• listen and respond appropriately to adults and their peers  

• ask relevant questions to extend their understanding and knowledge  

• use relevant strategies to build their vocabulary  

• articulate and justify answers, arguments and opinions  

• give well-structured descriptions, explanations and narratives for different purposes, including for expressing feelings  

• maintain attention and participate actively in collaborative conversations, staying on topic and initiating and responding 

to comments  

• use spoken language to develop understanding through speculating, hypothesising, imagining and exploring ideas  

• speak audibly and fluently with an increasing command of Standard English  

• participate in discussions, presentations, performances, role play, improvisations and debates  

• gain, maintain and monitor the interest of the listener(s)  

• consider and evaluate different viewpoints, attending to and building on the contributions of others  

• select and use appropriate registers for effective communication.  

 

 Implementation 

 

EYFS expectations for spoken language are set out in the Statutory Framework. The National Curriculum 2014 provides 

statutory requirements for spoken language which apply to all year groups from 1 to 6 and should therefore be revisited by each 

year group. These should form the basis of teaching and learning.  

 

We have successfully been using the Talk For Writing strategy at Wickford Primary School for a number of years now and 

know it has a profound impact on the quality of spoken language, reading and writing. Many of its aspects are embodied within 

Curriculum 2014. Therefore, Talk For Writing will remain a cornerstone of our teaching of Literacy: 

 

 

• Book Talk 

• Writer Talk 

• oral rehearsal – to develop ideas, practise and improve before writing 

• word games 

• role play 

• using a text as a basis for writing using imitation, innovation and invention 

 

 

Spoken language should not be taught in a separate session – it permeates all aspects of Literacy (and other curriculum subjects) 

and teaching should therefore be ongoing. It should part of normal classroom practice that these skills are developed eg reading 

compositions aloud to partners, groups and the whole class or sharing opinions about a class text.  

 

ICT should be used to support the development of spoken language skills wherever possible, for example pupils should record 

their own performances on ipads and then watch them back in order to evaluate them. 

 

When planning units of work, teachers should carefully consider how to include different opportunities for spoken language to 

be developed, including in different curricular areas.  

 

Adults throughout the school should aim to be good role models for pupils (see VGS). 
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Pupils who are finding spoken language challenging should also have additional sessions in one to one or small group sessions 

in order to develop their skills, for example focussed precision teaching. These activities should be tailored to the pupils’ 

specific needs and, if appropriate, in consultation with the SENCO. 

 

 

Assessment  

 

Currently in upper school, teachers use banding sheets in assessment folders to provide summative assessment at the end of the 

academic year. This is shared with parents in the end of year reports. Teachers use AFL to identify pupils who need support or 

challenging and address this as appropriate. Assessment procedures in lower school are currently being reviewed. 

 

All spoken language assessment should be recorded and passed on to the next teacher. 

 

Resources Policy 

 

Books 

 

There should be books to cater for all areas of the curriculum and for the wide range of reading levels of the children. These 

include: 

• Class reading book collections 

• Library in lower school providing additional books for children to take home and share with parents 

• Topic and Literacy loans from School Library Service 

• Banded books throughout lower school and in upper school classes where they are required by pupils (additional 

resources in Sunshine Room) 

• Catch Up books for LSA use in SEN toolkits in upper school 

• Additional books in the upper school library, including themed non-fiction book boxes with links to themes taught, 

First News and guided reading sets 

• Keep On Reading sets for Years 3 and 4 (managed by Sarah Swan) 

 

In class reading book collections, there should be a selection of genres including non-fiction. These books should be appropriate 

to the age and ability of the class. In lower school, adults support children to change their books within their allocated bands. In 

upper school, the reading material is the pupils’ free choice (unless they are still reading banded books) but teachers will need to 

ensure that the book is suitable to the child’s ability. The children may take these books home. 

 

The online resource Bug Club provides a range of texts children can access at both home and school at an appropriate level.  

 

The Literacy Subject Leader should be notified if there are requests for any particular books.  

 

All teachers and pupils have equal responsibility for suggesting books to buy or borrow for the school collection. They are also 

responsible for the books in their classroom. Books that are damaged, unsuitable, unused or out of date should be removed and 

replaced with suitable material. 

 

The annual book budget is used to improve class collections and in response to requests from staff. 

 

Teachers should ensure their class makes regular visits to the local public library from Year 2 onwards. 

 

Monitoring and Evaluation 

 

The monitoring and evaluation of Literacy is the responsibility of the Literacy Subject Leaders in lower and upper school in 

conjunction with the SMT, headteacher and governors.  

 

Monitoring and evaluation should be carried out in a number of ways: 

 

• Regular classroom observation and working alongside colleagues to help identify strengths and areas for development 

and to provide support to staff as appropriate 

• Monitoring of planning (including checking that there is full coverage of the National Curriculum 2014) 

• Monitoring of pupil work in Literacy and across the curriculum 

• Monitoring of feedback and its impact on learning (see marking policy) 

• Reviewing of assessment outcomes and data to evaluate the quality of learning in Literacy throughout the school 

• Monitoring of end of key stage SATs assessments 

• Regular discussions with staff concerning progress of groups and individuals eg pupil progress meetings 

• Interviews with children 

• Working with advisors  

 

This policy will be reviewed regularly. 

 

Policy written by Victoria Styles, in conjunction with Louise Withers, September 2019.  


