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Section 2 Summary Sheet


Purpose: to summarise school progress towards NLS and school priorities and identify issues/actions to address 2000/1

School:

Date:
	Refer to page 3 for further criteria
	Progress/

achievements 1999/2000
	Evidence
	Key Issues for development 2000/1

	1. Management

· English Curriculum (pg 3)

· Roles & Responsibilities 

     (pg 4)

(senior management

(Staff

(Literacy Team

(Reviewing Action Plan

   and Curricular Targets


	
	
	

	2. Monitoring

· Pupil attainment/ writing outcomes (pg 5)

· Planning (medium term, weekly, guided reading & writing, extended writing) (pg 6&7)

· Quality of teaching including SEN & EMAS    (pg 8)

· Assessment procedures: (formative & summative) range, consistency, systems and procedures,used to inform teaching (pg 9)
	
	
	

	3. Staff Development (pg 10)

· ALS

· Phonics

· Y6

· Writing (guided and extended)

· EAL and Literacy

· School priorities (SDP + curricular targets)

· Individual needs 


	
	
	

	Refer to page 3 for further criteria
	Progress/

Achievements

1999/2000
	Evidence
	Key Issues for development 2000/1

	4. Deployment of Staff        

   (pg 11)

· SEN

· EAL

· Additional Programmes

· Targeted year groups

· Teacher & Classroom Assistant support 

	
	
	

	5. Resources

· Enlarged texts: range of genres and levels           (pg 12-14)

· Books for guided reading (pg 15)

· Teacher resources (pg 16)


	
	
	

	6. Parents/Governors (pg17)

· Communication with parents and governors

· Parental involvement -celebrating achievements


	
	
	



Management – English Curriculum


Purpose: to review arrangements for the provision of  the English Curriculum

School:

Date: 

	
	Progress to date
	Action/next steps

	THE ENGLISH CURRICULUM

How does the school: 

· Cover the statutory requirements for Speaking and Listening, Reading and Writing as exemplified in the National Curriculum for English?
· Make appropriate arrangements for Early Years and YR (consider Early Learning Goals and YR NLS objectives)?
· Ensure provision for Speaking and Listening?

· Plan provision for drama?

· Plan provision for extended writing?

· Plan provision for sustained reading?
· Timetable for 7.5 hours for English (7.5 hours for English is the minimum requirement)?

	
	




Management – Roles & Responsibilities

Purpose: to review the roles and responsibilities of Senior Management and other staff in relation to literacy development

School:

Date: 

	
	Description of Role/procedures
	Action/next steps

	STAFFING

What are the roles and responsibilities of senior staff in relation to literacy and how do they work in practice?

· Headteacher

· SMT

· English Coordinator

· EMAS Coordinator

· SENCo

· Assessment Coordinator

(Supporting planning, targeted support, supporting delivery, identifying resources)

Are the communication systems clear?

What are the roles and responsibilities of other staff in relation to literacy and how do they work in practice?

· Reading Recovery Teacher

· Phase leaders

· EMAS teachers

· Class teachers

· Other teaching staff

· Classroom assistants

· SNAs

· Volunteers

Is a Literacy Team established?

Does the team meet regularly to review targets and the Action Plan?

Are the roles and responsibilities of the team members and Senior Management clear and known by all staff?


	
	



Writing Audit – Monitoring Outcomes

Purpose: to audit children’s work across the school in relation to writing curricular targets and to review standards and consistency
Writing curricular target:






School:





Date: 

	Year groups/

classes/

cohorts
	Specific focus 1: 
	Specific focus 2:
	Range of Text Types 
	Organisation & layout of books
	Levels/

progress

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


 Planning Audit – Medium Term and Weekly


Purpose: to audit planning across the school in order to review: consistency, quality, focus on assessment targets and other school priorities

Planning Audit – Medium Term and Weekly

Purpose: to audit planning across the school in order to review: consistency, quality, focus on assessment targets and other school priorities.

School:

Date:
	Year groups/

Classes
	Medium term planning
	Weekly planning

	
	Class targets on plans
	Key  objectives highlighted 
	Plans adapted to meet needs of class/ school focus
	Phonics Steps from Progression in Phonics added to R & Y1 plans
	Other (please specify)


	Objectives on plan 
	Clear teaching focus
	Balance of text, sentence & word level work 
	Clear progression through week towards objectives 
	Clear progression across each lesson
	Identification of additional support (additional adults)
	Planned opportunities for oral and interactive teaching and learning
	Sufficient opportunities to practice continuous objectives
	R & Y1 Phonics focus, matched to PIP school programme – interactive teaching
	Clear focus recorded for meeting the needs of

· EAL

· SEN

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Issues/action:


Planning Audit –Extended Writing & Guided Reading and Writing



Purpose: to audit planning across the school in order to review: consistency, quality, focus on assessment targets and other school priorities

School:

Date:
	Year groups/

classes
	Extended Writing
	Guided Reading and Writing

	
	Identified writing assessment target
	Half-term plan completed with identified word, sentence and text level objectives
	Range of text types covered
	Clear progression and components planned for each session
	Final session assesses progress towards objectives
	Clear focus identified for meeting the needs of

· EAL

· SEN
	Guided reading and writing plans completed for all groups/children
	Range of targets (text, sentence, word) matched to current attainment level of group
	Ongoing assessment for each child towards the targets 
	Regular teaching sessions timetabled for all groups
	Minimum half-term review of grouping & targets

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


Issues/action:


Monitoring Quality of Teaching


Purpose: to review the range, focus and outcomes of monitoring completed

School:

Date:

	Lessons observed

· focus of observations 

· personnel involved
	Key points for action
	Impact of monitoring on practice
	Issues/actions

	Early Years
	
	
	

	KS1
	
	
	

	KS2
	
	
	

	Additional support SEN
	
	
	

	EMAS support


	
	
	

	Other 
	
	
	




Assessment Procedures

Purpose: 
to review the types of formative and summative assessments used 

across the school and to evaluate their impact on attainment

School: 





Date: 

	
	What types of assessments are used to evaluate children’s ongoing progress? (formative). Indicate frequency & purpose (reading/writing/speaking & listening)
	What types of assessment are used to evaluate/ measure progress? (summative). Indicate frequency & if recorded and filed.
	Whole class assessment – assessment targets (formative & summative)
	How are outcomes of testing and assessment used to focus teaching and raise attainment?

	Early Years/YR
	
	
	
	

	Key Stage 1 Describe by year group or Key Stage as appropriate.
	
	
	
	

	Key Stage 2

Describe by year group or key stage as appropriate.
	
	
	
	

	SEN
	
	
	
	

	EAL
	
	
	
	

	Are the systems for assessment manageable and the procedures clearly communicated to staff?

Which assessments are shared with parents?

What documentation is stored in children’s files/portfolios?

How is data shared with new classteachers(new academic year & supply teachers)?

Is the current system effective (consider writing, reading, speaking & listening)? 






Staff Development


Purpose: to review staff development provision in relation to NLS and school priorities and to judge the impact of the training.

School:

Date:

	Staff Development
	Training completed (indicate no. of sessions and whether it was central/school based)
	Summarise impact of training on practice (note evidence)
	Issues/Action:

	NLS Priorities:

· ALS

· ELS

· FLS

· Phonics

· Y6

· Writing

· EAL & Literacy 

· Guided reading

· Guided writing
	
	
	

	School priorities (in relation to SDP and curricular targets)
	
	
	

	Individual Professional Development needs
	
	
	


NB: You may wish to use the Staff Questionnaire (pg 18) to identify training needs and to collect staff views about the impact of training on practice.


Deployment of Staff 

Purpose: to review SEN & EAL provision in relation to the needs of pupils and school priorities – this sheet can be used to review the current year or to plan provision
School:

Date:
	Yr
	Teacher (T) and Teaching (CT) support SEN 

Indicate T/TA, no. of children, specific programme (Reading Recovery, ELS, ALS, FLS, booster provision etc) and focus of support 
	Teacher (T) and Teaching Assistant (TA) support EAL

Indicate T/TA, no. of children, specific programme and focus of support

	R
	
	

	Y1
	
	

	Y2
	
	

	Y3
	
	

	Y4
	
	

	Y5
	
	

	Y6
	
	

	other
	
	





English Provision – Resources –Books for Guided Reading

Purpose: to review the range and quality of resources available to support literacy teaching

School:

Date: 

	Bookbands level 

& NC level
	No. of fiction sets         

 (6 copies)
	No. of non-fiction sets (6 copies)
	Independent text for class reading and home reading
	Areas of need

	Pink

(QCA P7)
	
	
	
	

	Red

(QCA P8)
	
	
	
	

	Yellow

(NC level 1C)
	
	
	
	

	Blue

(NC level 1C)
	
	
	
	

	Green

(NC level 1B/1A)
	
	
	
	

	Orange

(NC level 1A/2C)
	
	
	
	

	Turquoise

(NC level 2C)
	
	
	
	

	Purple

(NC level 2C/2B)
	
	
	
	

	Gold

(NC level 2B)
	
	
	
	

	NC level 2A
	
	
	
	

	NC level 3
	
	
	
	

	NC level 3/4
	
	
	
	

	NC level 4
	
	
	
	

	NC level 5


	
	
	
	



English Provision – Resources – Additional

Purpose: to review the range and quality of resources available to support literacy teaching

School:

Date: 

	Teaching resources
	Type & Quantity 
	Areas of need:

	Handwriting

Phonics

Spelling

Writing

Other

Concrete resources for children (phonic games, whiteboards, friezes, alphabet cards, dcitionaries, thesauruses etc)

Flipcharts

Teacher whiteboards

OHPs

ICT

School Library facilities

Other loan facilities

	
	

	What spending plans has the school made to meet priorities?

Do you have a loan system which helps you keep track of stock?

Is the resource room clearly labelled and are the systems explicit and easy to follow?

Are the resources well used?

What is the system for maintaining stock and ensuring the resource room function effectively?




NB: You may also wish to use the Staff Questionnaire (pg 18) in order to collect staff views.

Parents and Governors


Purpose: to review communication with Parents and Governors and their involvement in the literacy curriculum.

School:

Date:

	
	Strengths/Progress to date
	Issues/Action

	PARENTS

How does the school:

· Communicate with parents about its literacy strategy? (e.g standards, expectations and teaching methods)

· Communicate class, group and individual targets to parents?

· Encourage parents to support children at home?

· Help parents to be involved in the school to support children and teachers (e.g. by working in the classes)

· Provide support for parents with literacy (e.g. through Family Literacy)?

GOVERNORS

· How are governors informed about the teaching and learning of literacy and the standards achieved by the pupils?

· What is the role of the Literacy Link Governor?

· What is the role of the governing body?
	
	




Staff Questionnaire


Purpose: for staff to evaluate English provision and identify needs/next steps

School:

Date:

Name:
Please rate the following questions and add comments if necessary

	
	(1=excellent, 4=satisfactory, 7=poor)

	1
	STAFF DEVELOPMENT
	
	
	
	
	
	
	

	
	a. How would you rate the effectiveness of:


School based training
	1
	2
	3
	4
	5
	6
	7

	
	
	
	
	
	
	
	
	

	
	
Central training
	1
	2
	3
	4
	5
	6
	7

	
	Comments: (it would be helpful if you could specify courses)
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	b. 
How would you rate the impact of training on your 
practice?
	
	
	
	
	
	
	

	
	
School based training
	1
	2
	3
	4
	5
	6
	7

	
	
	
	
	
	
	
	
	

	
	
Central training
	1
	2
	3
	4
	5
	6
	7

	
	Comments: (it would be helpful if you could specify courses)


	
	
	
	
	
	
	

	
	c. What do you consider to be your training needs in the area of literacy?


	
	
	
	
	
	
	

	2
	RESOURCES
	
	
	
	
	
	
	

	
	a. 
How effectively do the literacy resources support your 
teaching?
	1
	2
	3
	4
	5
	6
	7

	
	
	
	
	
	
	
	
	

	
	b.
Are the systems for borrowing resources effective?
	1
	2
	3
	4
	5
	6
	7

	
	
	
	
	
	
	
	
	

	
	c.
Is the resource area well organised and accessible?
	1
	2
	3
	4
	5
	6
	7


Please indicate areas of need:

	RESOURCES
	RESOURCES NEEDED

	Big Books/enlarged texts (indicate specific range & levels)
	

	Books for guided reading (indicate level)


	

	Independent reading texts for class and home reading
	

	Concrete resources for children: games/activities etc.
	

	Teacher Resources: books; ICT; whiteboards; OHPs; taperecorders; etc
	


Additional Audit Sheet


Focus Area:

Purpose:

School:

Date:

	Criteria
	Progress to date
	Evidence
	Issues/Action
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Audit Section 2:


English Provision - Staff Development





Literacy Audit Section 2: English Provision – 


Monitoring Quality of Teaching





Issues/Actions
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Sample used:


E.g. top, bottom, 3 from middle/majority
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Literacy Audit Section 2: English Provision - monitoring Assessment Procedures
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Literacy Audit Section 2: 


English Provision - Planning





Literacy Audit Section 2: English Provision - Parents and Governors
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Literacy Audit Section 2: English Provision Management - English Curriculum
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Literacy Audit Section 2: Deployment of Staff (4)





Literacy Audit Section 2: English Provision - Deployment of Staff





Who manages and overviews the SEN and EAL support?





What training and support is provided for the Teaching Assistants?





How are the decisions made about the allocation and use of time for literacy support? 





How are these decisions negotiated with and communicated to staff?





Key issues (Refer to ‘School Overview Sheet/s’ -section 1 - to identify priority for literacy support)





Literacy Audit section 2: English Provision - Resources 





Literacy Audit Section 2: English Provision - Resources
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Key


1: explicit


2: some evidence


3: not evident








Literacy Audit Section 2: English Provision - Planning





Literacy Audit Section 2: English Provision: Management Roles & Responsibilities 





REFER TO GUIDANCE NOTES: APPENDIX 1
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Audit Section 2: 


Additional school identified focus





Literacy Audit Section 2: 


English Provision – Monitoring Outcomes





Literacy Audit Section 2: English Provision -


Staff Development and Resources
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Literacy Audit Section 2: 


English Provision Summary Sheet.
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Literacy Audit Section 2: English Provision Summary Sheet cont.
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Issues/action:
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