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ENGLISH DEPARTMENT  -  LITERACY  POLICY








INTRODUCTION





Literacy can be simply defined as ‘ the ability to read and write’; however, from an “English” perspective it must also incorporate speaking and listening skills.  Literacy development is an ongoing learning process encompassing all aspects of the formal and informal English curriculum.





Literacy can be assessed across a broad range of English activities.  Skills can be revised and refined continuously in order to advance pupils’ language development.  Reference must be made to Level Descriptors for each Attainment Target in English Programmes of Study Key Stages 3 and 4.





Syllabi specifications and Mark Band Descriptors are also invaluable in ensuring that all essential skills are addressed in the exam subjects - English, English Literature, Media Studies and Drama - offered by the English Department.





In addition to the more formal methods of teaching writing, reading, grammar, and spelling - language skills are intrinsic to a variety of “English” Unit of Work and G.C.S.E./’A’ level assignments.  Through balanced Units of Work and differentiated assignments “English” can ensure that pupils become literate and enjoy communication in all its written and spoken forms.





It is envisaged that English will make a significant contribution to Communication Key Skills in 6th Form either through ‘A’ level English Literature and ‘A’ level Media Studies - or additional enrichment Communication classes.








AIMS





The English Department aims to contribute toward Literacy development by enabling pupils to:





engage both creatively and critically with Written and Spoken Texts for a variety of audiences and in so doing exhibit comprehension, confidence, fluency, and enjoyment;





listen attentively and respond positively to the views and instructions of others;





address each other and visitors with courtesy and respect;





use Drama routines to interpret their own experiences and, vicariously, the experiences of those they engage with in Literature and the Media;





plan, draft, revise and edit their own creative, persuasive and functional writing;





utilise a variety of Reading cues (phonic, graphic, syntactic, contextual) so as to monitor and improve reading skills;





write about a range of texts (fiction, non-fiction, media) - exhibiting both factual knowledge and the ability to evaluate and justify preferences and opinions;





know about the ways in which narratives are structured, i.e. setting, character, plot, themes;





understand spelling conventions and patterns and use them to read and spell accurately;





have an inquisitive interest in words, their meanings, derivation and appropriate usage;





use their emergent vocabulary to aid their Written and Spoken coherency;





develop their powers of imagination, creativity and critical awareness;





have fluent and legible handwriting - and competent DTP skills - so as to facilitate expression.








Literacy skills are developed and enhanced in English K.S.3 Units of Work [and in some K.S.4 coursework], illustrated below, when:-





the activities integrate the different aspects of language;


�
[ME, MYSELF, I Unit]


�
�
the activities have a flexible route or task order;


�
[ALL (COURSEWORK) UNITS]


�
�
the activities contain tasks which develop knowledge and understanding and others which develop problem-solving skills;


�
[PROTECTING THE ENVIRONMENT]�
�
the activities have a balance between pure language and the applications of language;�
[LEARNING ABOUT LANGUAGE]


�
�
the activities have a balance between those which are short and succinct and those which are more open-ended and which take longer to complete;


�
[HOLIDAYS]�
�
the activities try and use pupils’ own prior knowledge, experiences, interests or questions as starting points or as further lines of development;�
[BATTLES OF THE SEXES]





�
�
the activities have a balance between independent and group work;�
[CRIME AND PUNISHMENT]


�
�
the activities consist of a variety of experiences, e.g. doing, observing, talking, listening, discussing with teachers and other pupils, reflecting, drafting, reading and writing;�
[ANIMALS AND MAN]








�
�
pupils are asking and answering questions, giving precise instructions, information, and giving and receiving clear or simple explanations before and during activities;�
[ORACY ACTIVITIES - ALL UNITS]


�
�
pupils are encouraged to form clear intentions and purpose for their writing before they begin the activity�
[ALL UNITS]





�
�
pupils present ideas, experiences, and understanding in the form of displays, drams, publications or newsletters;�
[INTRODUCTING SHAKESPEARE]


�
�
pupils are developing reading skills using dramatic role play;�
[RELATIONSHIPS]


�
�
pupils are reading and writing for different audiences, e.g. parents, friends, teachers and other adults.  Pupils should use the appropriate language for specific situations, audience and people;�
[FAMILY AND FRIENDS]








�
�
teacher pay careful attention to the structure incremental development of literary and media vocabulary and the use of correct terminology and notation;�
[ADVERTISING TECHNIQUES]





�
�
pupils are using different methods to present information, e.g. written work, word processing, DTP, and pictorial work;�
[MOST UNITS]





�
�
pupils’ work involves others, e.g. teachers, friends, and peers in problem-solving exercises;�
[SAFETY ISSUES]





�
�
pupils’ work involves evaluating information from books, Tapes, CD Roms, Internet in order to learn how information can be organised and presented;�
[STARTING SHAKESPEARE]





�
�
pupils’ work is evaluated, reviewed and discussed with other children and the teacher.  Pupils act on the teacher’s recommendations;�
[ALL (COURSEWORK) UNITS]





�
�
pupils’ work involves them in thinking about the quality of what they have read, and their own creative writing with either the teacher or the class;�
[ALL (COURSEWORK)


UNITS]





�
�
pupils use the conventions of effective discussion and conversation, e.g. taking turns and talking for an appropriate length of time;


�
[ALL ORAL UNITS]





�
�
teachers use a considerable amount of direct teaching and interactive oral work in whole class and group contexts;�
[ALL UNITS]





�
�
pupils’ work involves sharing reading exercises with other children (group work or class work) or with a teacher/adult;�
[ALL UNITS]





�
�
reading aloud in the classroom all pupils are reassured and supported.  In a positive atmosphere even the most diffident will feel confident when volunteering.  The length and exact nature of sections to be read/dramatised should be matched to the known ability of the pupil.  If all comments are constructive then pupils’ confidence should grow.�
[ALL UNITS]�
�
pupils’ work involves keeping a folder of their own written/language work (from planning to the finished piece of work) in order to show progression - and to build upon their own achievements and development.  The progress of a pupil may be discussed with the teacher, parents, other interested parties, and improvements noted;


�
[ALL UNITS]�
�
pupils discuss their folders or displays with other members of the class.  This can involve talking about content, spelling, sentence and paragraph structure, �
[ALL UNITS]








�
�
pupils’ work is marked or discussed by a teacher who annotates and comments positively so as to expand the pupil’s use of language;�
[KEY STAGE 3 and


G.C.S.E/’A’ LEVEL COURSEWORK]


�
�
teachers are involved in a proactive manner - not just when pupils are having Literacy difficulties;�






�
�
teachers regularly rehearse existing knowledge and skills with pupils to keep them fresh and familiar, including practising the instant recall of grammatical facts;�
[MOST UNITS]








�
�
teachers have high Literacy and Oracy expectations of the pupils, e.g. for standards of accuracy and presentation;


�
�
�
teachers regularly and systematically assess pupils so as to set pupil targets and to inform Literacy planning;


�
�
�
teachers target available support to help those pupils whose Literacy needs are greatest;


�
�
�
teachers set regular purposeful activities for homework; learning, written and reading;


�
�
�
teachers produce well-structured lessons which make good use of time and ensure that pace is maintained and minimum time is spent on class administration or control;


�
�
�
teachers select and design resources with due consideration of reading age, suitability of content.�
[ALL UNITS]�
�






Details as to teaching methodology, Literacy aims and objectives, intended outcomes and assessment objectives are contained in English Department Handbook for the above and other Units of Work.


�


EFFECTIVE LEARNING CLASSROOM PRACTICES : LITERACY RELATED





English teachers should give clear explanations and ensure effective questioning involving as many pupils as possible.  Teachers must take account of an individual pupil’s attainment when asking questions of an individual pupil.  Teachers must also give pupils time to think before answering and explore the reasons for wrong answers.





English teachers should refer to work in other subject areas and consolidate curricular links e.g. with History, Geography, Maths, Music, Art, Languages, etc. whenever appropriate.





Questions should:





probe the pupil’s understanding; identify misconceptions and be of a varied nature : closed, open, leading;


encourage pupils to extend and expand on their ideas and reasoning;


cause pupils to reflect on and refine their methods of working and ways of representing their work;


ask pupils to think of and explore different ways of approaching a problem;


prompt pupils to generalise or to give examples that clarify a general statement.





Effective teaching involves three major elements, i.e. demonstration, explanation and questioning as above.





Demonstration:





teachers can demonstrate how to use a dictionary or thesaurus;


teachers can demonstrate how to produce/set out a balanced argument;


teachers can demonstrate the steps in the solution to a problem.





Explanation:





teachers can clarify and discuss why we must protect the environment, for example;


teachers can explain the structure and meaning of a literary or media work.








SUPPORT FOR PUPILS WITH LITERACY PROBLEMS





Pupils who are experiencing serious difficulties are best helped in a discrete, warm, and supportive classroom atmosphere where their specific difficulties can be addresses as in Supplementary English (Forms 4 and 5) - which also has a cross-subject element in Form 5.





If it is suspected that a child may have special needs with respect to reading, writing, spelling, or general comprehension then the Special Needs link teacher will be contacted - and specialist advice sought if necessary.  English teachers should make every effort to provide recommended materials and any technological equipment.


�


PUPILS WHOSE FIRST LANGUAGE IS NOT ENGLISH





The English Department ensures that new pupils to the school who do not speak English fluently received language support and quickly gain maximum access to the Curriculum.  Such pupils are paired with sympathetic classmate(s) and an English teacher or Class tutor will endeavour to provide appropriate materials and possibly tuition [through a specialist third party] where necessary.





Experience suggests that pupils for whom English is their ‘second language’ quite quickly attain a level of understanding and a degree of fluency that make normal classroom communication possible.  English teachers rightly exercise considerable patience, and seek to play their part;





by repeatedly re-wording and re-phrasing any discourse in English with the pupil;





by employing, and encouraging the pupil to employ, non-verbal modes of communication, e.g. gestures and drawings, to support any attempts at verbal discourse.





ABLE  PUPILS





To ensure that pupils of high ability are appropriately challenged, teachers should frequently modify the scale and extent of Literacy tasks.





Able pupils must be encouraged or required to read, write and talk about their work with similarly ‘gifted’ pupils either from this school - or from other schools through challenging extra-curricular activities.





INFORMATION TECHNOLOGY AND LITERACY





Recent experience has shown that most pupils experience increased levels of motivation and interest if learning is supported by the use of ICT.  ICT offers a differentiated medium through which many Literacy learning skills can be employed e.g. open-ended/problem solving/project work.  ICT and multi-media systems can provide partial or complete solutions through:





practising important skills such as:





sequencing


storage, retrieval and manipulation of information


organisation and planning of work.





giving a pupil a feeling of achievement an in so doing providing that pupil with a 	higher degree of motivation and self-esteem.  This can be done by allowing 	them to check and correct their work before presenting it.  Exercises which 	were repetitive and possibly embarrassing for the learner can become positive 	experiences offering interaction between the learner and the computer;


�


developing social skills e.g.





learning through ICT often requires active interaction between a pupil, teacher and computer (through the screen display and print-outs)


pupils can collaborate, interact and support one another when there is a focal point to their work.








UTILISING THE LIBRARY FOR LITERACY





The Library is pivotal in supporting the overall School Literacy programme and should be used frequently when project or research work is undertaken.  If pre-booked the Librarian will select appropriate texts, after discussion with the teacher, to be provided in the English classroom.





Consequently, each “English” Unit of Work includes:





reference to the use of the Library and its Book and I.T. resources;





suitable routes through Units which allow for the best use of Library resources.








		














