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Reading 
Policy statement: Every child must be read with at least once a week as 
part of a group in guided reading, or individually. 
  

 

Guided Reading 
All adults taking a guided reading session must use the revised Guided 
Reading sheet. 
 
There are two revised sheets, one for children working below Level 2B 
(Sheet A) and those working above Level 2B (Sheet B) 
 
The questions and AF focuses need to be completed before the session 
begins.  
Guided Reading sheets can be found on the T-drive with questions and AF 
focuses already completed. 
If you are reading a book which does not have a Guided Reading sheet 
completed on the T-drive please complete one and save it for others to use.  
 

AF’s for Reading 

 

 
 

AF1 Use a range of strategies, including accurate 

decoding of text, to read for meaning. 

AF2 Understand, describe, select or retrieve 

information, events or ideas from texts and 
use quotation and reference to text 

AF3 Deduce, infer or interpret information, events 
or ideas from the texts 

AF4 Identify and comment on the structure and 
organisation of texts, including grammatical 

and presentational features at text level 

AF5 Explain and comment on the writers’ use of 

language, including grammatical and literary 
features at word and sentence level 

AF6 Identify and comment on writers’ purpose 

and viewpoints and the overall effect of the 
text on the reader 

AF7 Relate texts to their social, cultural and 

historical contexts and literal traditions 
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Individual Reading 
All adults listening to children read individually need to complete the 
Individual Reading Sheet. Adults should initial each entry so it is clear who 
has heard the child read. 
 
Remember to think about the types of comprehension questions that you 
ask the children. Which AF’s are you assessing?  
 
The Reading Strategy Questions should be kept in your reading folder and 
all adults should refer to them when listening to children read. 
 

Reading Record Folders 
Teachers Reading Folders should follow the same format as listed below 
 

 Record sheet of individual child’s reading stage, (book band) 

 Book Band Information 

 AF Questions for Reading 

 Reading strategies questions 

 Overview of Book Band Progression sheet + Sheet with approximate 
levels 

 Overview of Reading Developmental Continuum 

 Individual Reading Records (Clearly divided)  

 Guided Reading Records (Clearly divided) 
 
All reading folders should be passed onto the next teacher. 
 

 

Reading Folders (PACT) 
Reading folders should be changed at least once a week and sent home. 
Each child should take home a suitable colour banded book, which they are 
able to read and another book of their choice. 
 
 

 



Updated September 2013 

Levelling and Assessment of Reading 
Children need to be levelled at the end of every term.  
 
Teachers should use the ‘ASSESSMENT SHEET FOR READING WITH SUB 
LEVELS AND AFS ‘ sheet to tick when children can do each statement.  
This should be passed on to the next teacher. 
 
There is also range of material to assist with levelling.  

 ‘I can’ Reading targets 

 A3 – AF grid 

 The book band level that the child is reading. 

 Record of child’s reading progress  
To level children accurately all of the above levelling material must be used 
collectively.  

Time to Read 
1:00 – 1:30 everyday- this time gives class teachers opportunity to listen to 

a guided reading group.  

This is a set time every day for children to have a story read to them/ to 
read a book independently or to a friend or related activity etc, 
comprehension sheet.  
Below are some ways that you can change the Time to Read session 
throughout the week. 

 Teacher to read a story to the class 

 Children to choose a book to read independently 

 Children to read in mixed ability pairs (More able to read to Less 

able) 

 Children to read in groups (4?) (Children to take it in turns to read a 

page, More able to help Less able) 

 Shared reading (Children to take it in turns to read a page to the 

whole class) 

 5 different boxes that consist with different activities related to a 

topic, the book that they read the day before etc.  



Updated September 2013 

Phonics – Letters and Sounds, LCP L&S 
planning and Big Cat Phonics 

 

 
 
It is compulsory that Phonics is taught for at least 20minutes each day, this 
should to be shown on your timetable. 
The LCP Phonics planning links to Letters and Sounds and there are 
PowerPoint’s that show L/O and can be found on the T-drive- Curriculum 
Resources- Phonics.  
 
Phonic resources which link to LCP planning can be found on the T-drive. 
 
Big Cat Phonics can also be used alongside the above resources. 
 
Teachers should liaise with the previous class teacher to find the starting 
point for the new school year.  
 
 

Early Year Foundation Stage Year 1 Year 2 

Nursery Reception (age 5) 
Phase 1 

 7 aspects each with 3 strands 

 paves the way for phonic teaching 
 
 
 
 
 
 
 
 

 

Phase 2 

 19 GPCs 

 blend and segment 
tricky words 

 

- - up to 6 words - - 

Phase 5 

 additional graphemes 

 alternative pronunciations for 
reading 

 alternative graphemes for 
spelling 

 develop automaticity 
 
 

 

 

 

 

 

 

 

 

 

- - throughout Year 1 - - 

Phase 6 

 increase fluency and accuracy  

 spelling 
 

 

- - throughout Year 2 - - 

 

Phase 6 will be covered in grammar 

lessons. 

Phase 3 

 remained of the 43 
GPCs 

 read and spell two 
syllable words and 
captions 

 

- - up to 12 weeks - - 

Phase 4 

 consolidate GPCs  

 adjacent consonants 

 

-- 4 to 6 weeks - - 

 

Letters and Sounds Phases 

- - Throughout EYFS - - 
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Assessment of Caterpillars and Learning 
Walls  

In KS1 TA’s will assess learning walls and new words will be sent home 
when the child has progressed. 

 
Spellings (Year 2 only) 
Once a week children will be given 10 words to copy into a small book. 
These words are differentiated into three groups. Children should take the 
words home to practice over the week. On Friday children will have a 
spelling test and then copy down the next 10 words to practice for the next 
week.  
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Literacy Theme based planning 

 
Each year group has a medium term plan which shows themes and genres 
throughout the year. There are a range of genres which allows children to 
have the opportunity to listen to, read and write in many different styles. 
These genres are in blocks to allow the children at least 2 weeks to study 
one genre. Some themes may contain more than one genre. The plans can 
be found on T-drive-Planning folder- medium term plans. 

 

‘Time to Write’ books 
This book will start with the children in Reception and move with them 
throughout the year groups. It will be a record of their development in 
writing. 
 
All pieces in the book will be independent (unless stated on the piece of 
work generally this will only be in Reception.) 
 
For KS1 a piece of writing will go in the book at the end of teaching a unit 
i.e. unit on poetry – children should write a poem independently in their 
book at the end of the 2/3 weeks teaching. This way the book will contain 
a range of writing genres and mean each term when you level the child for 
tracking you will have approximately 3/4 pieced of work to level and get a 
‘best fit’ level and a real sense of the child’s ability. 
Each piece does not need to be marked in detail but does need to be 
leveled. 
 
Time to Write books should be passed on to the next class teacher. 
 

Learning Wall 
Each class should have a Learning Wall in their class. As learning takes 
place teachers should add pointers onto this board, workings, drafts, blown 
up slides, tricky words etc.  
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We can improve our learning strategies 
Each class should display learning strategy posters to make children aware 
of a number of strategies that pupils can use to help themselves when they 
are stuck before resorting to the teacher. This will help to encourage pupil 
independence. 
 
Each class has the same approaches which will lead to a consistent whole 
school ethos that will remain through transitions of year groups.  

 

Levelling and Assessment of Writing 
Children need to be levelled at the end of every term. There is a range of 
material to assist with levelling.  

 INSET time will be given at the end of each term to moderate 
children’s work with the rest of your team and other year groups. 

 Time to Write books – should be levelled at the end of each genre 
and shows independent work. 

 A3 – AF grid 

 Writing Assessment sheet - sheet to tick when children can do each 
statement.  

This should be passed on to the next teacher. 
 
To level children accurately all of the above levelling material must be used 
collectively.  

 

Handwriting – Penpals handwriting scheme 
Handwriting should be taught every day and shown on your weekly 
timetable.  
Penpals Handwriting scheme was introduced into the school in 2009 – 
2010. 
The Penpals handwriting scheme has a long term plan which clearly shows 
progress and development throughout the school. 
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The Penpals scheme follows units of work and each unit should be taught 
over 1 week. 
 
The layout of a unit is as follows: 

• Warm up – examples can be found on the  
 CD-Rom 

• Handwriting focus for the unit – can be found in Big Book, 
demonstrated on board or with the CD-Rom. (page is different) 

• Introduce the session and the focus. 
• Sky writing patterns 
• Demonstrate the letter formation or join. 

 
The CD Rom is on the network and there is one copy per year of the Big 
Book, which can be shared or photocopied. 
Each class also has a copy of the basic letters photocopied and laminated. 
 

Handwriting Books 
Once a week, on a Friday children should have the opportunity to record 
their handwriting in their handwriting books. This is to encourage children 
to always practice good handwriting on all types of materials, e.g. 
whiteboards and books. It is also a good assessment tool for teachers. 
 
Handwriting books should be passed on to the next class teacher. 
 

Assessment of Handwriting 
Handwriting assessment should be carried out at the beginning of the year 
and then at the end of each half term. There is an assessment sheet which 
shows pencil grip diagrams and the developmental stages children go 
through. The ages are approximate and children may develop through the 
stages at their own pace. A pencil grip should not be encouraged until the 
child is ready.  
 
Each child’s pencil grip should be assessed and recorded by ticking the box 
that is closest to the child’s actual pencil grip. This is an ongoing assessment 
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so please write the date next to the tick so you can also assess when 
progress is made. This sheet should be kept in your assessment file. 
 
Lined Handwriting books should be given to children displaying the correct 
pencil grip (4-6 years). Children who are not yet able to hold the pencil 
correctly should be given the plain book. 
 
There are 3 types of books for children:  
Lined A4 book – for children that are ready to write within the lines. 
Plain A4 book – for children who are not yet ready to write within the 
lines. 
Laminated lines - that can be slotted into the plain book when children are 
ready to progress to writing on lines. 
 

Monitoring 
Reading Folders will be monitored by the Literacy Coordinator every half 
term. 
Handwriting Assessment sheets will be monitored at the end of every term. 
Phonic Assessment sheets will be monitored at the end of every term. 
Time to Write books will be monitored every half term. 
All monitoring dates can be found on the Yearly Planner. 

 

Moderation and Tracking 

INSET time will be given at the end of each term to moderate children’s 
work with the rest of your team and other year groups. 
 
Tracking sheets for Reading and Writing needs to be completed at the end 
of each term.  

Resources 
All resources mentioned above can be found on the Staff Drive. 
 
T-drive 
Curriculum Resources 
Literacy 2011 – 2012 – All Resources 


