Writing Policy

Rationale

The ability to write is crucial in our lives.  It will make a major contribution to personal growth as a learner, communicator and competent person.  Along with listening, talking and reading, writing makes a significant contribution to the development of children, young people and adults as thinkers and learners.

Aims:       

· To ensure that all pupils have access to the writing programme 

· To create a whole school ethos in which writing is highly valued

· To raise levels of attainment/achievement in writing throughout the school.

· To give pupils a structured writing programme in order to allow them to make progression in their writing skills

· To give pupils opportunities to express feelings, ideas and thoughts through appropriate contexts for writing

· To equip pupils with skills to write effectively in a variety of genres

· To give pupils experiences of real-life writing skills

· To equip pupils with technical skills necessary for accuracy in writing.

· To give pupils opportunities to order, clarify, record and reflect on experiences.

· To help pupils develop confidence and pleasure in writing.

· To involve the pupils in evaluating own/peers writing through conferencing.

Learning and Teaching

We use the Highland Council 5-14 Writing programme of study for levels A - F that is based on the English Language 5-14 guidelines and the North Lanarkshire writing programme. The Highland programme ensures progression, cohesion and continuity in writing across the school. It makes reference to the writing/ core targets, processes for writing and support material advocated in the North Lanarkshire writing programme as well as highlighting links with the Highland Council Reading and Listening and Talking programmes. The programme has been designed to be a medium term forward plan for writing as well as a  programme of study. 

All classes have copies of the appropriate targets, booklets and support material from North Lanarkshire that are used to support the Highland Council programme. All classes display the core writing targets which include aspects common to all types of writing, e.g. punctuation, spelling, grammar. Core targets provide guidance for the staff and pupils on the expectations that are required by all pupils working at the different 5-14 Levels when undertaking any writing activity.

Masters of writing targets for functional, personal and imaginative are kept in folders in the staffroom.  

Writing targets have been identified for both the teacher and the pupils, allowing them to enter into an effective teaching and learning partnership.  There are targets specific to the type of writing being undertaken at the different 5-14 levels. Examples of writing planners, common spelling words and other helpful information and support materials are kept in the staffroom but teachers can download aspects of the Highland Council programme directly from the Highland Virtual Library Website www.highlandschools-virtualib.org.uk 

Teachers will undertake incidental writing opportunities as well as more structured lessons using the North Lanarkshire processes.

Teachers will not always undertake to complete a whole personal/imaginative story at every writing session. There are benefits in concentrating on component parts of a piece of writing over a number of sessions e.g. openings, plot, conclusions, use of dialogue etc. However pupils do need to have opportunities to complete whole stories using the skills learnt to ascertain attainment of 5-14 levels.

In the Nursery, and at the early stages reference is also made to the Highland Council Programme of Study ‘Early Years’ which has been adapted from English Language 5-14 Guidelines for early years.  This was drawn up as part of the Early Intervention Initiative and is based on early years good practice.  In the Nursery and early stages of primary drawings are used as the plan for pupils writing.

 Forward Planning

As previously mentioned the Highland programme serves a dual purpose as both a programme and a medium term/termly forward plan for teachers. 

Teachers will highlight the assessment criteria for pupils, teacher activities, cross-curricular links and resources they plan to undertake over the term and write in the contexts for writing. They should evaluate the learning and teaching that has taken place and identify any next steps.  

Our long-term (yearly planner) is used to ensure a balance of the 3 types of writing – functional, imaginative and personal -  is undertaken over the school year. Teachers will indicate the type of writing and contexts for writing in their weekly/daily plans as well as details of other aspects of writing e.g. grammar, spelling, handwriting .

(See whole school Forward Planning Policy)

Classroom Organisation and Methodologies

All classrooms have a writing target board/teaching board where writing targets are displayed for discussion and guidance during a writing lesson. Target boards will be set up in a prominent position in the classroom so all pupils will see them. Writing/core targets, planners etc. are colour-coded for each different level.

Core targets are displayed on classroom walls in middle and upper school all the time. In  lower classes they are only displayed on the teaching board.  Lower school classrooms display common, who, when, where, how and why words and in upper school teachers can display examples of verbs, adverbs, adjectives, good beginnings/endings, interesting phrases, etc, to support writing.  All classrooms will have a ‘Star Writers’ wall to promote achievement and ‘Star Writer’ badges will be given out.  Staff will ensure that all pupils are given recognition at some time for their writing achievement.

Pupil planners, highlighter pens or other materials required will be readily accessible to pupils.  In lower school it is useful to have a box in the centre of each table with materials readily available.

We have colour-coded our core targets and pupil planners at the different 5-14 Levels to make it easier for the pupils to follow e.g. red for Level C, blue for Level D. 

In a structured writing lesson, the teacher will base the writing targets on the 5-14 level the majority of the class are working at. Outcomes will be differentiated by pupils using planners at appropriate 5-14 levels. These vary the expectations of what the pupils are being asked to do. Support from Class Teacher and/or Classroom Assistant/Support for Learning Auxiliary will be used flexibly to support groups during the writing lessons. 

There will be a manageable number of writing targets under consideration at one time.  Writing targets will be put on the ‘teaching board’ so they are only taken out for writing lesson focus (if introducing a new target, it can be highlighted by a sticker or dot). 

The following are some good ideas for teachers to employ during writing lessons:
· Use different coloured crayons to highlight different aspects, e.g. green for capital letters, red for full-stops, blue circle for joining words.
· When pupils are writing dialogue, encourage them to use coloured crayons to identify the number of people speaking. There should be a limit of colours available to the pupils- no more than 4- so that there is a restriction on the number of people involved in the dialogue. The pupils should be encouraged to take a new line for each person speaking.  They should also be reminded that dialogue has to take the story forward.
· Encourage the pupils to take a new paragraph for each target.
· Bullet points are helpful in pupils’ planning.
· Teachers can ‘mark on their feet’ highlighting good parts, spelling errors, areas that do not make sense.
· Classes could draw up ‘Bright Ideas’ books to write in good phrases/openings/setting/endings, etc that can be a source of reference for pupils.
· ‘Big’ books, extracts from novels, poetry books and non-fictional texts can be used to model different genre and types of written texts and to highlight aspects of knowledge of language, grammar etc.

· Trios/pairs selected for conferencing  should be chosen by the teacher. They can work in mixed or same ability groups depending on your circumstances within the class.
It is important that there be opportunities, particularly in Lower School and Nursery, for pupils to have opportunities to do free-writing/emergent writing activities at all times.  The setting up of a designated writing area will be useful.  At all stages pupils will be given opportunities to use writing skills in a number of varying contexts and cross-curricular areas. Wherever possible teachers will follow the programme using contexts specific to topic/class work.  Staff will ensure that there is a balance of personal, imaginative and functional writing activities taking place over the term or year. 

(See Nursery Policy on ‘Writing’ and how it can be integrated into the play activities.)

Spelling:

We have a spelling scheme called ‘Nelson Spelling’ in the school.  Pupils from P.3 onwards will be introduced to a new letter pattern once a week and complete associated activities.  All pupils from P.1 onwards will regularly practice common spelling words.

Most pupils in Primary 1 will be able to spell first 25 common words by end of the year.

Most pupils in Primary 2 will be able to spell first 75 common words by end of the year.

Most pupils in Primary 3 will be able to spell first 100 common words by end of the year.

Most pupils in Primary 4 will be able to spell first 200 common words by end of the year.

Pupils in Primary 5 - 7 will regularly practise these words, particularly pupils with spelling difficulties. (See appendix 2).

Teachers will ensure that spelling worked on in spelling lessons is regularly applied to writing tasks.

We teach some of the helpful spelling rules (see appendix 3). Spell checkers, software programmes and dictionaries/thesaurus provide additional spelling support. Learning support will help in identifying problems in pupils’ spelling and investigate further if deemed necessary. 

Pupils will be given opportunities to spell ‘topic’ words and at the middle and upper school they will begin to spell more specialised words e.g. words relating to Science, Mathematics. The Highland Council programme of study for writing has helpful suggestions/activities to support spelling.

Grammar/Knowledge of Language
We use Nelson Grammar as a scheme to help support teaching of writing. It will be used flexibly to meet the teachers’ and pupils’ needs. There will be a clear link between what is taught through the scheme and how it relates to the writing process. It is important that as in spelling, the knowledge learnt is applied to pupil’s own writing and is not seen as a discrete entity. Teachers can also use ‘big’ books and extracts from novels, non-fiction texts etc. to model examples of good practice and highlight aspects of grammar/knowledge of language. Teachers can for example, focus on phrases, adjectives, adverbs, nouns, pronouns, etc and demonstrate how they can be used to enhance writing during structured writing lessons. 

An interactive approach to grammar where the pupils get to rearrange words/phrases, and experiment with example alliteration, similes, metaphors etc. will enrich their learning experience.  

In imaginative or personal writing lessons the teacher can for example, ask trios in conferencing to highlight good adjectival phrases, adverbs, proper nouns, an example of a simile etc, or look at alternative verbs to ‘said’. If writing dialogue the emphasis can be on speech marks, exclamation and question marks. Banks of phrases/words can be displayed for pupil reference. 

 Pupils will regularly be made aware of the purpose of teaching spelling, grammar and knowledge of language and will be reminded of their inclusion in their own writing.

Secretarial Skills
We use the ‘Foundations of Writing’ Bus Letter Cards in the lower school to help establish correct letter formation (see Appendix 4 for guidance).  When teachers are satisfied formation of individual letters have been established well, linked script is introduced (for most pupils this will be in Primary 3).  From Primary 3 to Primary 7 we use the Nelson Handwriting Scheme to provide a progressive approach to handwriting. Teachers will model good practice in handwriting and presentation of work and ensure that skills learnt are transferred into other writing activities. They will have a high expectation of standards of presentation of written work. (See ‘Presentation of work’ policy)  Pupils who have difficulties in handwriting will have access to keyboarding skills training, dictaphones and/or have written work scribed for them. 

Marking Code
As well as using highlighting pens for correction of writing we employ an agreed marking code and coloured pens to highlight good aspects of writing. This is displayed in all classrooms and is explained to pupils and parents.

Support for Learning

As raising of attainment/achievement in writing is a priority within the school, our Classroom Assistant, Support for Learning Auxiliary and Support for Learning Teacher are allocated time to give support to teachers and pupils over the week. This support is proving be valuable in raising pupil achievement and confidence. It will be used flexibly to meet the needs of the pupils and teachers and will be reviewed at least annually. The Support for Learning teacher will be consulted regarding alternative software/Special Needs devices that may be required for specific pupils. 

ICT

ICT has a significant role in supporting the writing programme for all pupils. Word processing packages such as Textease, Clicker 4 and Microsoft Word provide the pupils with a wealth of opportunities for planning and recording writing in a variety of forms and presenting their work to a high standard. The e-mail system opens up opportunities for communicating with others within/outwith the school. We have a number of software programmes that are used to support aspects of writing. ICT can also support pupils with special needs or specific difficulties. We call on the services of the ICT/Additional Needs Co-ordinator in Dingwall for assessment of ICT needs for specific pupils if deemed necessary. (See ICT policy)

Time Allocation

In the ‘Structure and Balance of the Curriculum’ 5-14 Guidelines the minimum allocation of time for Language is 20% (this includes teaching of a modern language.) As writing is a school priority approximately 10% of this time will be allocated to writing. As writing is an integral part of most areas of the curriculum and has a close link to the other aspects of language this percentage this will however be flexible.  

It is recommended that a minimum of two hours will be put aside a week for structured writing lessons. This will normally be spread over 2 days. Time on discussion, planning, conferencing and editing will be time limited to allow for the bulk of the time to be spent on writing.

Cross-curricular links

As writing is a core skill it is linked to most other curricular areas.

As has been highlighted earlier most of the writing undertaken within classes will be set within the contexts of other curricular areas e.g. Science, Personal & Social Development, People in the Past etc. Also aspects of listening and talking and reading are linked to writing lessons through e.g. planning, conferencing, discussing/reading ‘big’ books and reading pupils own written work. Pupils may also write notes or prepare a presentation for giving a personal talk or write about texts that they have read.  

Assessment and Record Keeping

We undertake ‘mock’ assessments of pupils’ writing 3 times a session using the 5-14 criteria from National Assessments to evaluate progress of 5-14 levels. These will be kept in the pupils’ folios. When the teacher has assessed these examples of writing she/he will complete the pupil ’My record for writing’ sheet for the appropriate level with the pupil. This personal record for writing can be used at anytime to track progress within a level – it can be used by teacher/adult or as self/peer assessment. This record sheet indicates strengths, weaknesses and can highlight areas needing to be worked on and personal targets can be set based on these. This record can be passed onto next class if appropriate and can be used when transferring to Secondary as Secondary schools use the same format in self- assessment of writing. 

When a teacher judges that a pupil has attained a particular 5-14 level in writing she/he will follow the advice given in the Assessment is for Learning website/Highland Council support material and carry out the appropriate assessments. This evidence will be kept in the pupil’s folios.

The North Lanark planning process can be used during National Assessments at Levels A-C but not at Levels D-F. Pupils need to draw up own plans and targets at levels D-F. 

Examples of all 3 types of writing will be collected over the year for evidence and record keeping. (Examples may need to be photocopied from ‘Writing’ jotters.)  The date and appropriate 5-14 level will be recorded on these pieces of writing.

 Formative assessment of writing in the form of oral/written feedback to pupils is ongoing and integral to the learning and teaching process.  Much of this goes on while the pupils are writing and through conferencing with other pupils at the end of a piece of written work. Teachers and pupils will use coloured pens to highlight good phrases and marking code to identify spelling errors, omissions etc. during writing or conferencing. (See attached correction code.) Sometimes pupils and teachers may only concentrate on highlighting/correcting one or two aspects of writing, e.g. good adverbs, punctuation, paragraphing, if these has been aspects that the pupils have been focusing on.  Pupils with I.E.P.s will have own specific targets set alongside class targets.

(See whole school Assessment, Record Keeping and Reporting Policy)

Continuous Professional Development 

All our teachers and auxiliary Staff have been trained in the North Lanark programme and the development of writing will continue to be an in-school priority for staff over the next few years. 

Monitoring and Review

See English Language Guidelines and whole school policy on Quality Assurance, Monitoring and Review.
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