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Draft Literacy and Communication Policy  
 

Aim 
Confident language and communication skills are the foundation for learning and we place the improvement 
of literacy at the core of all teaching and learning practices. The development of assured and effective 
communication is an entitlement for all students and the responsibility of the whole school community. The 
purpose of this policy is to support all teaching staff in promoting and developing effective literacy and 
communication skills with confidence and consistency by: 
• recognising that all teachers are facilitators of literacy through their subject 
• raising literacy attainment at every level of ability in all subject areas  
• ensuring that all students have the opportunity to become effective readers, writers and communicators 

within and beyond Hayesfield 
• ensuring that we maximize the academic potential of every student through clear communication skills 

 

Contents 
   This policy contains information that demonstrates how the school defines and promotes literacy and 

communication across all subjects and the expectations and responsibilities for all staff in promoting literacy 
within their subjects. This policy provides information on: 
• Appendix 1: Definition of literacy and the literate student 
• Appendix 2: Target setting and expected progress for reading ages 
• Appendix 3: Details of intervention routes for those with poor literacy skills  
• Appendix 4: Responsibilities and expectations of all staff 
• Appendix 5: Procedures for using the Hayesfield spelling, punctuation and grammar(SPAG) marking     

symbols 
 

Process 
This policy acts in conjunction with the Teaching and Learning Policy and SEND policy to outline the key 
processes that take place to support the promotion and improvement of literacy for all students. The process by 
which Literacy targets are set and recorded are as follows:   
• Target setting: The measure of a student’s aptitude and progress in literacy is principally measured by a 

student’s reading age (RA) and spelling age (SA) which are benchmarked against a student’s chronological 
age. Details of expected growth are set out in Appendix 2 

• Assessment: Reading ages are assessed at three points in the year using the Accelerated Reader Star 
Reading method. Spelling ages are assessed by the Learning Support Department at two points in the year 
in 7 and 8 and then as considered necessary to identify and support students with below average spelling. 
Details of intervention procedures are given in Appendix 3 

• Recording: All reading ages and progress reports are stored on the Accelerated Reader website and 
accessible by all staff. Reading ages and spelling ages are also stored on SIMS and accessible by all staff 

• Reporting: The Head of English reports to SLT annually on the growth of student reading ages across the 
school and bi-annually on the audit and impact of literacy provision across all subjects 

   
Responsibilities: 
   All staff are responsible for ensuring that the expectations of best practice in developing literacy skills and 

confidence are met. Heads of Subject are responsible for promoting and identifying literacy in their curriculum. 
The Head of the English Faculty holds the responsibility as Literacy Coordinator for managing the drive for 
improvement in literacy skills at all levels with whole school strategies and targets for improvement being 
agreed in conjunction with the Assistant Head teacher (Teaching and Learning). The school SENCO holds 
responsibility for supporting those students whose literacy levels are linked to a Special Educational Need. 
Details of these responsibilities are contained in Appendix 4.  
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Monitoring and Evaluation 

The implementation of this Policy across staff and subjects will be monitored bi-annually by the Head of English 
as Literacy Coordinator though an audit of literacy provision and required staff training. The Senior Leadership 
Team will review the Policy at least every two years to assess its implementation and effectiveness. 
 

 
Approved by: SLT       Date: 27.1.16 
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Appendix 1:  
Definition of literacy and the literate student 

 

Literacy includes the key skills of reading, writing and oral communication that enables students to understand, 
create and communicate across all aspects of the curriculum and to participate fully in wider society. At 
Hayesfield we define literate students as those who are able to express their ideas, opinions and feelings clearly, 
precisely and with confidence, both verbally and in writing. Literate students will not be limited in their 
ambitions or academic progress in by an inability to access texts (both printed and digital) or different 
curriculums.  Literate students have an enjoyment and wide experience of reading for pleasure and will actively 
challenge their reading choices. They will have a respect for accuracy and clarity in their use of Standard English 
and be able to adapt their language choices to suit the appropriate purpose and audience. 
 

Appendix 2:  
Target setting and expected progress for reading ages 

 
Reading ages are assessed three times a year for all students in years 7-10 (twice in year 11) using the 
Accelerated Reader Star test, to provide all staff with regular updates of growth. Most students are expected to 
meet or exceed their chronological age. Where this is not the case, intervention will stay within the English 
Faculty (with the support of the tutor) unless the age does not meet the minimum requirement set out below. 
In this case the student may be referred to the Learning Support Dept for additional support (See Appendix 3) 
The timeframe for assessment and reporting throughout Hayesfield is laid out below: 

 
Year 

group Data point Date Chronological 
age 

Minimum expected 
reading age 

7 
Initial RA assessment September 11 9.5 

Growth report 1 Feb 11.5 10 
Growth report2 (To SLT) June 11.9 10.3 

8 
RA assessment September 12 10.5 

Growth report 3 Feb 12.5 11 
Growth report 4 (To SLT) June 12.9 11.3 

9 
RA assessment September 13 11.5 

Growth report 5 Feb 13.5 12 
Growth report 6 (To SLT) June 13.9 12.3 

10 
RA assessment September 14 12.5 

Growth report  7 Feb 14.5 13 
Growth report 8 (To SLT) June 14.9 13 

11 
RA assessment September 15 13 

Growth report  9 Feb 15.5 13 
Growth report 10 (To SLT) Targeted students only 15.9 13 

12/13 There are no assessments  of RAs for non-SEN students in the Sixth form, however best practice in 
promoting clear communication is still applied and all SEN needs are identified and met   

 
 

These figures take into account the acceptable tolerances in reliability of reading tests and do not reflect the 
potential reading ages of those students with specific learning needs, particularly dyslexics. Reference to 
identifying learning difficulties can be found on p4 of the Learning Support/SEN policy.  
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Appendix 3:  
Details of Intervention routes for those with poor literacy skills 
 
Where the student’s reading age is above the minimum standard but does not meet the chronological age 
and/or where there are specific concerns of poor SPAG skills or an evident lack of engagement in reading,  the 
nature of the intervention will be decided by the class teacher and involve one or a combination of the 
following strategies: 
 

• Additional literacy practice booklets set by the English Department and monitored over three weeks 
• Additional reading challenges and/or targets set by the Lead English Teacher with progress monitored 

through Star Reading 
• Liaison with the tutor to ensure a consistent support through Tutor time reading programme 
• Working with the student to ensure appropriate reading  levels of text are being set 

 
Where there is Literacy concern linked to a Special Educational Need literacy support may be given through one 
or a combination of the following strategies set out for each year group and provided by the Learning Support 
Department: 
 
 

• One to one or small group withdrawal working on structured and targeted programmes. Interventions 
cover: Literacy, speech & language and working memory.       

• Reading and Spelling Tests take place three times a year. Students who have Reading or Spelling ages 
below 10 years are placed in small groups for literacy intervention work. These sessions take place 
during registration and period 6 so that students do not miss their lessons  

 

• In Year 7, students at level 3 or below in their literacy study Achievement First instead of learning an 
additional Language, incorporating English, Geography and History. This is a skills-based, integrated 
curriculum which aims to maximise the progress of students, enabling them to catch up with their peers.  
Small group literacy interventions are incorporated into these lessons. The Achievement First teachers 
meet with parents on a fortnightly basis at family literacy lessons to identify areas the students need to 
work on both in school and at home 

 

• In Year 8 students may study Achievement First instead of learning an additional language 
 

• In Year 9, some students study additional literacy and study skills and one language instead of learning 
two additional languages.  In order to maximise attainment in external examinations, regular contact is 
made with examination boards to implement appropriate access arrangements.  Students with literacy 
difficulties or specific learning difficulties are offered an assessment towards the end of  year 9 to see if 
they meet the exam boards’ criteria for access arrangements in their exams 

 

• At KS4 identified students have literacy, coursework and study support either instead of a GCSE option or 
during tutor time 

 

• At KS5 literacy, coursework and study support are available at times negotiated with students 
 

• Support with homework is provided after school in homework club every evening at the Southside 
Youth Hub 
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Appendix 4:  
Responsibilities and expectations of staff 
 

Responsibilities: There are three positions with in the school which carry specific responsibilities for the 
implementation of this policy and the monitoring and reporting on literacy progress. The details of these are 
given below. 

 

The Head of English as Literacy Co-ordinator will: 
• ensure that colleagues are familiar with this policy   
• liaise with all subjects to have an overview of the provision for literacy identified and delivered across 

each subject’s curriculum map 
• provide appropriate advice and guidance to other subjects so that a consistent and effective approach 

is used across the whole school. (see document: Guidance on Best Practice for Promoting Literacy in all 
Subjects, Staff Handbook) 

• work with subjects and staff where requested or required to support the  quality of teaching of literacy 
• manage the overall effectiveness and delivery of the Accelerated Reader programme and the 

supporting tutor programme 
• work with the Learning Resource Centre to ensure that effective and updated resources and activities 

are provided to encourage, support and challenge students’ reading  
 

The Literacy Co-ordinator in conjunction with the Assistant Head teacher (T&L) will: 
• conduct annual audits of current practice and procedures 
• monitor, collate and disseminate all information and data pertaining to literacy 
• plan, organise and lead staff training 

 

The designated English teacher for each class will: 
• provide a fortnightly timetabled lesson to all students in years 7-9 (and at least bi-termly in year 10 

and 11) to promote, challenge and share wider reading experiences as a class 
• administer the Accelerated Reader Star Reading test three times a year to provide regular updates of 

growth in reading ages 
• track student reading choices and experience of reading using the Accelerated Reader Programme or 

separately if not applicable to the student’s text choices 
• monitor student progress in reading ages and liaise with tutor and/or parent as necessary 

 

Expectations: Alongside the responsibilities identified above, there are clear expectations of all staff to ensure 
the whole school curriculum provides for the literacy needs of all students. 

 
The tutor will: 

• provide a structured and effective environment for students to read and discuss reading choices in line 
with each year group’s tutor time schedule 

• be aware of the updated reading ages of each tutee and aim to support the growth of those with 
below average ages or where students are not reading appropriate texts 

 

All subject teachers will: 
• be confident in the use of their own basic literacy and seek relevant training where required 
• be aware of all updated reading ages for all students in their classes 
• ensure that consideration is given to the accessibility of all texts and teacher spoken vocabulary in 

relation to reading ages  
• apply the school SPAG symbols when marking work: see Appendix 2 
• insist on consistently high standards of basic literacy in all written work and spoken English in verbal 

communication 
• provide regular reflection time for students to proof-read and/or peer work for SPAG errors 
• provide opportunities for students to engage in extended writing tasks and to redraft work.  
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Heads of all faculties/subjects will (or nominated member of the team): 

• ensure the policy is properly implemented in their specific areas  
• have in departmental handbooks, statements addressing literacy and communication provision within 

the subject in line with the policy 
• actively seek and identify opportunities to develop core literacy skills within their curriculum maps and 

evaluate the teaching and promotion of literacy through their quality assurance programme. 
• work with the Learning Resource Centre to ensure that effective resources are available to support 

their subject 
 

To meet these expectations, staff are supported by the resource: Guidance for Best Practice in Promoting 
Literacy and Communication Across the Curriculum 
 
Appendix 5:  
Procedures for using the Hayesfield spelling, punctuation and grammar (SPAG) marking symbols  
 

The Hayesfield SPAG symbols form part of the schools’ marking procedures. They ensure a consistent 
approach to marking for literacy errors across the curriculum and illustrate to students that the quality of 
writing matters in every subject. 
 

Their use is a requirement of all staff when giving feedback on any piece of written working. The meanings of 
the symbols are taught to students by the English and maths faculty in year 7 and are displayed in planners 
and in every classroom.  
 

Process for applying the symbols 
 

Guidance is given below on how exacting individual members of staff should be in applying the symbols in 
their own subject. This reflects the needs and expectations of individual students as well as the nature of the 
subject or task. Staff are advised to apply common sense however and recognise that over marking for literacy 
errors can have a negative effect on some students. 
  
In any written piece of work all staff should identify: 

• all or most examples of basic literacy errors (or error types) which you would expect the student to 
have spotted 

• a single example of a repeated basic error where you might expect the student to have made multiple 
mistakes (for example a student with particular learning needs)   

• all errors relevant to the subject (i.e. spelling of key words or clear explanation of a concept) 
• errors that are consistent with the level of literacy required of the task (i.e. a formal essay in which a 

clear structure of argument is expected) 
 

The symbol should be written in the margin or next to the error in red pen. The expectation is not necessarily 
on the teacher to correct any or every mistake but rather to highlight where those errors occur and then give 
the student an opportunity to identify and self-correct the errors themselves in purple pen. This supports the 
school’s expectation of providing opportunities for independent learning and for providing review time after 
written teacher feedback, as agreed in our Hayesfield Teachers’ Mindset.   

 
Hayesfield SPAG symbols 

C 
CAPITAL LETTERS 
You missed a capital for: 
• The start of sentence 
• Proper nouns: people’s names, places, titles and things 

that are one of a kind.  e.g. Sarah, Bath, London 
~ 

SENSE 
• Have you read through your work?   
• Does it make sense?   
• Have you missed anything out? 

// PARAGRAPHS  
You need to start a new paragraph for: 
• Change of topic, place, time or or speaker 

P 
PUNCTUATION 
You need to add punctuation here. 

. ? ! , ; “ 

 

SP 
SPELLING 
You need to check your spelling. Try: 
• Looking in a dictionary 
• Sounding it out 
• Thinking of similar words 
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