
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Whole School 
Literacy Skills Policy

Reviewed by Senior Leadership & Management Team 

Date August 2019 



Literacy Skills Policy/Page 1 of 5 
Updated: 3/07/18 (SFO/AMO & SFO); 10/07/2017 (PBR); 05/07/07 (CJA)  

WHOLE SCHOOL LITERACY SKILLS POLICY 
 
1.  Aim 
 
The Literacy Skills Policy supports the Mission & Ethos Statement of New Hall School and, as an 
integral part of the whole curriculum, empowers all students by improving their access to, 
understanding of, and application of language. 
 
2. Objectives 
 

 To recognise that all teachers at New Hall School are teachers of literacy. 
 To recognise the breadth of achievement within the School. 
 To demonstrate consistency, continuity and progression in terms of our teaching and 

assessment practices. 
 To provide opportunities for students to practise, develop and refine their literacy skills in 

every area of the curriculum. 
 To establish cross-curricular awareness of literacy. 
 To set in place practical strategies to raise student achievement. 
 To share ideas and resources. 
 To follow the practical guidance presented in the Literacy Code (see Appendix A for 

Preparatory Division and Appendix B for Senior Division). 
 To reinforce literacy through consistent feedback as outlined in the Whole School Marking 

Policy. 
 
3. Preparatory Division Literacy Skills Practices 
 
All areas within the Preparatory Division support the development of literacy skills.  Teachers 
develop pupils’ spoken language, reading, writing and vocabulary as integral aspects of the 
teaching of every subject.  Pupils are taught to speak clearly, to listen carefully, and to convey ideas 
confidently using Standard English.  These skills are maintained in all areas of School life: 
assemblies, co-curricular activities and work in class, particularly with ‘talk partners’.  All classes 
use Recommended Reading Lists, exposing pupils to a variety of books (both fiction and non-fiction), 
which supports pupils’ acquisition and command of vocabulary, as well as the correct use of 
grammar.    
 
The detail of the Literacy Skills Policy is used by teachers and embedded in all lessons across the 
curriculum.  All classrooms are equipped with Dictionaries and Thesauruses; pupils are encouraged 
to proofread their work as well as using peer assessment, evaluating and building on the ideas of 
others. 
 
Classroom Teachers use their experience of pupils’ linguistic skills to inform their teaching across 
the curriculum.  They inform specialist teachers of any concerns there may be with certain pupils in 
order to create a consistent approach.  Assertive Mentoring is used to assess and evaluate learning 
in Reading, Writing and Spelling, Punctuation and Grammar.  Target Tracker, which all staff can 
access, is used to collate information on individual pupils. 
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The School provides appropriate support for pupils with special educational needs, delivered 
through the class teaching and through supported group or individual activities.  There is also 
provision for pupils for whom English is an additional language (EAL). 
 
The English Subject Leader may be approached to give practical subject support to staff in their 
teaching of Literacy, in monitoring and evaluating the subject as a whole.  There is also provision 
made for INSET in Literacy and for materials to improve the delivery within subject areas. 
 
Parents are encouraged to share the School’s commitment to literacy and ambitious expectation for 
reading by sharing the reading with their child on a regular basis and using home school liaison 
books, homework diaries etc. to communicate with the class teacher.  Next step targets are shared 
with parents in regular reports to ensure progress continues throughout the Preparatory Division.  
 
1.1  Resources 

 Well-resourced School library 
 Colour-coded reading books in Foundation Stage and KS1 classrooms 
 Home/School reading record 
 Home/School liaison books in KS1 
 English Scheme of Work 
 Classroom resources 
 Phonics and Spelling interactive teaching programmes 

 
4. SENIOR DIVISION LITERACY PRACTICES 
 
4.1  Practices 

All academic departments support the development of literacy skills actively by promoting 
reading, encouraging the development of written language and by reinforcing high standards 
of speaking and listening skills.  These standards are maintained in all areas of School life: in 
assemblies, co-curricular activities and in all communications throughout the School on a daily 
basis.  All academic departments share actively with students the Senior Division’s Literacy 
Code (see Appendix B). 
  
Whilst promoting the use of Standard English, teachers are able to build sensitively upon 
students’ own language experience and capability.  They vary their style of delivery and adapt 
content to address individual student needs.  The School provides an appropriately broad and 
purposeful curriculum for students with special educational needs, delivered through a well-
focused teaching programme; there are also whole-School practices and provision to address 
the needs of students for whom English is an additional language. 
 
The Directors of Learning and Teaching may be approached to give practical subject support to 
staff in their teaching of literacy, in monitoring improvements and in evaluating developments 
within their own curriculum areas. 
 
The School’s commitment to Literacy is shared with parents.   
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4.2  Senior Division Resources 
 The Senior Division houses a comprehensive, well-resourced library, serving all staff and 

students.  
 The Senior Division Librarian supports staff and students in the development of literacy 

skills.  
 Publications, writing frames, DVD materials and computer programs are stored centrally. 
 Materials relating to the development of literacy skills, including subject-specific vocabulary 

and writing models are shared with students and are accessible through Firefly. 
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Appendix A 

 
Preparatory Division: The Literacy Code 
 
Reading 
1. Every pupil should have a reading book with them at all times.   
2. Reading records should be kept up-to-date, and pupils should be encouraged to record all their 

 reading from across the curriculum.  
3. Dictionaries should be available in each classroom. 
4. Pupils should be encouraged to read a wide variety of genres. 
5. All staff should encourage and reinforce the value of reading widely.   
 
Writing 
1. All work should be handwritten using the School cursive style, unless a teacher has specifically 

 instructed that the work needs to be word-processed.   
2. Continuous prose should be organised appropriately.  In handwritten work, there should be 

 one line between paragraphs.  
3. Pencils are used from Pre-Reception to Year 2.  In Year 3 pupils are issued with a ‘pen licence’ 

 when the desired standard of handwriting has been achieved. 
4. All teachers should insist on the correct use of grammar and a standard of accuracy and 

 organisation commensurate with the pupil’s academic year, including spelling.   
5. Comments on pupils’ work should address the positive and comment on where it can be 

 improved, suggesting, where appropriate, a next-step target. 
 
Speaking and Listening 
1. Pupils are allocated a talk partner randomly every one or two weeks.    
2. Pupils should be encouraged to use Standard English.   
3. Pupils should be encouraged to project their voices and to speak clearly. 
4. Pupils should listen to others before speaking.   
 

Appendix B 
 
Senior Division: The Literacy Code 
 
Reading 
1. Every student should have an appropriately challenging reading book with them at all times.   
2. Dictionaries should be available in each teaching room.   
3. Students should be encouraged to read newspaper articles, fiction of all genres and non-fiction. 
4. Reading online should not be seen as a substitute for reading books. 
5. All staff should promote/reinforce the value of reading widely and with discernment.   
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Writing 
1. Where students’ work is written by hand, a cursive style is expected.  While it is becoming 

commonplace to submit work electronically, the value of developing handwriting should not be 
overlooked, not least because public examinations are usually written by hand. 

2. Continuous prose should be organised appropriately, with indented paragraphs.   
3. Each piece of work should have the date and a heading, both of which should be underlined 

with a ruler. 
4. Students are normally expected to write in blue or black ink. 
5. Spelling corrections should be acknowledged and these should include, but not be restricted to, 

subject-specific words.  All teachers should insist on the correct use of capital and lower-case 
letters and a standard of accuracy and organisation commensurate with the student’s academic 
year.  

6. All staff should acknowledge that written presentation is a form that requires self-discipline.  All 
communications within the School, including emails, should be precise and accurate. Comments 
on students’ work should be intelligible. 

 
Speaking and Listening 
1. Students should be encouraged to use Standard English at all times.   
2. Students should be encouraged to project their voices and to enunciate clearly. 
3. The expectation is that all students should participate in all speaking and listening activities. 
4. The priority is to listen to others before speaking.   
5. Spoken English within the classroom, assemblies and in School announcements should extend 

the student, rather than reinforcing cultural and linguistic limitations.   
6. Loose expression, inappropriate register and a churlish tone should be not be accepted by any 

member of staff. 
 


