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Foreword

Dear Colleague

Your work as subject leader and the support you give to teachers and other staff
in your schoo! are key factors in ensuring that the National Numeracy and Literacy
Strategies become further embedded in effective classroom practice and in
successful school management.

We believe that you should have access to high quality training to support you in
this role. Funding has been provided in 2002 for all primary mathematics and
literacy coordinators to participate in LEA-run coordinator conferences. The
National Literacy Strategy and the National Numeracy Strategy have jointly
produced materials designed to support these events.

You have a critical role in further raising standards of teaching and of children’s
attainment in mathematics and literacy. The purpose of these conferences is to
support you and to help you do your job more effectively, whether you are highly
experienced or very new to the role. In the Autumn terms of 2000 and 2001, there
were conferences for headteachers on the next stages of the National Literacy
Strategy and the National Numeracy Strategy respectively. We wish to sustain
our focus on the leadership of the Strategies in schools with events designed to
support coordinators in their crucial contribution to improvement.

One of the messages we included in the conferences for headteachers was the
importance of supporting and working closely with mathematics and literacy
coordinators. We are keen that the various activities and exercises in which you
engage during this training, and in future events, are shared with your
headteacher, and that you discuss and agree with them any action required to
make further improvements in your school.

We shouid like to take this opportunity to thank ali of you who are working so
hard to assist teachers and support staff in raising standards and improving the
quality of literacy and mathematics teaching for the children in your school.

Yours sincerely

Tim Coulson Stephen Anwyil

National Director National Director

National Numeracy Strategy National Literacy Strategy

4 Literacy coordinator's handbook © Crown copyright 2002
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Coordinator handbook

Introduction

This handbook is designed to provide support as you lead and coordinate literacy
and mathematics across the school. It is designed as a working document and
will contain national materials, LEA guidance and your own papers. The
handbook can supplement your existing materials and you may wish either to
incorporate materials from this file into your own school documentation or adopt
the format and structure of this handbook and add your own materials.

The structure, organisation of information and a number of key components of
the handbook are common across literacy and mathematics. The handbook
includes four elements:

¢ aself-evaluation grid;

* acoordinator planner;

¢ training materials;

s supporting information.

Detailed introductions for each of the elements are included in the handbook.

Getting to know the materials

The training and support that is provided to introduce the handbook begins with
seff-evaluation as a critical aspect of continuing professional development and
includes sharing good practice, working with colleagues to identify and resolve
shared challenges and the use of action planning to deliver identified objectives.
The self-evaluation grid and national training materials have been designed to
support your work in four key areas.

1 Establishing pricrities, analysing results and reviewing progress

2 Continuing to improve the quality of teaching and learning

3 Management and deployment of resources

4 Professional development into practice

The four key areas provide a general framework for much of your role.

The table on the next page indicates how the training materials we have prepared
from the NLS and NNS relate to the four key areas and outlines the range of
materials available.

5 Literacy coordinator's handbook © Crown copyright 2002
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Key area Mathematics modules Literacy modules
1 | Establishing priorities, | 1a Establishing priorities 1a | Establishing priorities
analysing results
and reviewing
progress
1b Reviewing results, 1b | Reviewing results,
analysing data analysing data
2 | Continuing to improve | 2a Revisiting the plenary 2a | Reuvisiting the plenary
the quality of teaching
and learning
2b(i) | Planning for progression 2b | Planning for progression
2b(ii) | Developing the teaching of
problem solving
3 | Managementand 3a | Creating an effective
deployment of learning environment
resources
3b Managing the deployment | 38b | Managing the deployment
of additional adutts of additional adults
4 | Professional 4a Planning for effective 4a | Planning for effective

developmentinto
practice

professional development

professional development

6 Literacy coordinator's handbook
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Section 1: Self-evaluation grid

Rationale for the self-evaluation grid

The self-evaluation grid forms part of a professional development programme for
literacy and mathematics coordinators. It is both a tool for personal and school
reflection and self-evaluation, and a basis for future subject development. The
grid is an intrinsic part of the specific training modules within the coordinator
programme. Participants will have been asked to complete the grid prior to
attending training.

The grid identifies four key areas of subject leadership and is closely aligned to the
TTA published ‘National Standards for Subject Leaders’ document (1998)
and the ‘Effective Leadership and Management' self-evaluation form
produced by the National College for School Leadership for the National
Numeracy Strategy.

The principle of self-evaluation upon which the grid is based reflects the
emphasis on seif-evaluation and review embedded within and promoted by the
Ofsted Handbook for Inspecting Primary and Nursery Schools, the NCSL
approach to improving management and aiso other publications and research
evidence related to effective school improvement processes.

The grid should be completed by both the literacy and mathematics
coordinators, in partnership with the headteacher, before attending the first
training module. This evaluation process will help the coordinators, supported by
the headteacher, to share their perceptions of where they are on the continuum of
development in the four identified key areas of leadership in their individual
subjects.

The self-evaluation grid will also be available on the National College for School
Leadership website (www.ncsl.org.uk).

What does the grid focus on?
The grid focuses on the identified four key areas of subject leadership:

Keyarea 1
Establishing priorities, analysing results and reviewing progress

Keyarea 2
Continuing to improve the quality of teaching and learning

Key area3
Management and deployment of resources

Key area4
Professional development into practice

Schools and LEAs may wish to add further areas to the grid as part of their
development of school and subject self-evaluation, and according to specific
local priorities.

7 Literacy coordinator's handbook © Crown copyright 2002
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How does the grid work?

Under each of the key areas, there are four columns which represent a continuum
of development and effectiveness. Within each column there are written prompts
which serve to provide a moderated illustration of the elements which will be
present at each stage of development. By highlighting the relevant prompts, or
parts of the prompts, across the grid, coordinators can identify their school’s
current strengths and areas for development.

The table below illustrates the stages of the continuum represented on the grid.

Focusing Developing Establishing Enhancing

Key areaidentified  Atthis stage, the At the developing At this stage, there At this stage, the
coordinator stage, the school has  still remain some identified aspects of
recognises that the started to address issues to address in the subject are
school is at the some aspects of the terms of whole- embedded fully in
beginning of a key area, but there is school consistency whole-school
process. The a need for further and cohesion but approaches and
coordinator identifies ~ development to many things are now practice. There is
what is happening secure and in place and are whole-school

already but
recognises that much
remains to be done.

consolidate practice
and process in
identified aspects.

becoming
embedded. There
has been significant
development of the
quality of provision
and areal impact on
standards.

consistency and
cohesive practice
and the impact on
standards and
progress is evident.

These prompts provide moderation to support self-evaluation.

Itis important to recognise that whole-school development is not always a
straightforward linear process - schools are changing communities and

judgements about positions on the developmental continuum may change as a
consequence of changing contexts. It is also important to stress that the purpose
of this activity is to acknowledge not only what has been achieved but importantly
also to provide a basis for future development, whatever prompts are highlighted
at this stage. Planning for development from the current position is the key issue.

It is also important to acknowiedge the different school contexts in which
coordinators work. For example, some coordinators have regular release time to
carry out their responsibilities; others have very limited time in which to carry out
their coordinating rote. In some schools there is a very close relationship between
the senior management team and literacy/mathematics coordinators; in other
schools, coordinators are more isolated and have less opportunity to impact on
policy and whole-school development.

8 Literacy coordinator's handbook © Crown copyright 2002
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How do | use the grid?

Aversion of the self-evaluation grid is available to download on the CD-ROM that
accompanies this handbook.

Use the grid to support reflection on your school’s current stages of
development in each of the four key areas.

Work with your coordinator colleague, and headteacher wherever possible, to
share perceptions and analyse patterns of development across both literacy
and mathematics in these key areas.

Highlight those prompts, or parts of the prompts, which best reflect your
perception of where your school is now in each of the four key areas.

Discuss any obvious issues arising from this initial self-evaluation in terms of
patterns of strength and areas for development in the two subjects in the light
of your whole-school context.

Bring the grid to the coordinator training to support you in reflection and
action planning in order to consolidate your practice or move forward along
the continuum of development.

Following the coordinator training, coordinators and headteachers will find it
helpful to reflect on appropriate priorities and key action points to secure
further subject development within the context of whole-school improvement.

From the self-evaluation process, it will be possible to see clearly the relative
strengths and areas for development in the leadership and management of
the two core subjects of English and mathematics and to decide on priorities
for action in the context of whole-school as well as subject needs.

It is expected that the self-evaluation grid should take no more than an hour to
complete and discuss.

Generic prompts to support completion of the
self-evaluation grid

£

As animmediate, instinctive response, where do | place the school on this
grid? Are we focusing, developing, establishing or enhancing?

Which parts of the written prompts can | highlight with confidence?
How do | know? What is my evidence base for highlighting the prompts?

Are there areas | would prefer to underline at this stage and re-visit after
further reflection and discussion?

How far would other staff agree with my perceptions and evaluations?

9 Literacy coordinator's hanabook © Crown copyright 2002
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Section 2: Coordinator planner

Rationale for the coordinator planner

The coordinator planner forms part of the coordinator’s handbook, which itself is
part of a wider support programme for literacy and mathematics coordinators.

This document is designed to supplement existing school materials.

It is intended to help coordinators to identify key leadership and management
tasks across a year and as such will support ongoing audit and action planning
processes.

What does the planner focus on?

The planner focuses on the key tasks which a coordinator will need to
address over an academic year.

It highlights the expected key activities across each half term and shows the
ongoing monitoring and evaluation aspects of the coordinator role as akey
area.

How does it work?

The first exemplar gives a generic overview of the key coordinator tasks for
the year.

The second exemplar shows how an individual coordinator has completed
the planner, with key tasks identified which meet the specific needs of the
school.

There is a blank planner pro forma on the CD-ROM which may be of use to
you in planning your key actions across the year.

How do | use the planner?

Use the planner to supplement the action plans you may already have
produced as part of your coordinator role and to help you prioritise and plan
for specific actions during each half term.

Read the first section of the planner to identify the key coordinator tasks for
the year.

Compare these generic tasks with the priorities for your school and your role
within the school.

Use the exemplar planner as a guide as to how you might complete the
planner to meet the needs of your school.

Compilete the planner and share with the headteacher and key colleagues to
gain an overview of the main activities across other core subjects and key
priorities in your school.

Amend key activities as needed in the light of the whole-school improvement
plan and following discussion with colleagues.

14 Literacy coordinator’s handbook © Crown copyright 2002

ERIC

Aruitoxt provided by Eic:

b
wia



318Y1IVAY AdQD 1S34

‘ypne

pue sISAfeue jo JNsai
e se s)obue) Jeinoiund
dnoub Jeah/jooyos
-3j0UM JODISUDD
"HeIS DYINS/O0ONIS
ay Ba‘yels

JUBABJBI JaYl0 pue
SJYOEB) SSEID O} LD
passed usaq sey ejep
159) pue JuaSSasse
JJBASJRI B 2aNSu]
‘sjabaey senowno
oy10ads pue Ajyuapi 0)
$391d09 1994107 “dnosB
JeaA xau 0y uo ssed
DUE $8A108lQ0 Aoy
1surebe sjusLussasse
axew slayoeal

‘s1s9) jeuondo

pue gSx pue L SH

JO SBWOIINO asAjeuy

‘syabie) Jejnoumno
dnoub Jesk j0 manas e
S1840B8} UIM SSNOSI(]

‘gieudosdde se

oM O Aunnios pue
SIUBWISSASSE Jayoea)
‘68 ‘aousigel

1O S30INOS JBYI0

pue $3A1103IQ0 Aax
ysuteBe siSeq Ajuug) e
uo paxoey sl ssaiboid
S,UBJPILD Jey) aINsu3

'sjabiey sgnownd
dnoub Jesk |0 manas e
SJBYOBB) Yim SSNISI

-ajeudodde

SE SJOM JO AUIINIOS
PUE SjUSLLSSasSe
Jayoeay b3 ‘aduasal
40 $82IN0S JBYI0

pue $3A09lqo Aay
1sureBe siseq Auua) e
uo paxoe.} s ssaiboid
S,UBIPIYD jey) BINSU3

‘suejd uua)

-POUS PUe -LUNipaw
U pajoayes ase syabie)
358y} 1By 4oauD
‘dnouf

JESA YOBA 10) Sease
Aoeiayl Aaxy ui sjebie)
JBINTLLND BIBH0D
ueshsuLs)

ay) ssouoe ssasboid
s,uaIPJIY?d Bulowuow
104 s81nPad0sd 8916y
‘s1abiey

feouawinu jo Buipes
pue spsepuess jo
UOISSNOSID LLLIOJUI 0}
abexoey uwniny auy
pue elep |00YOS 8sn
JBYJEBIPESY UM

1pNe pue sisAfeue

j0 InsaJ e se sjabuey
JBnoiuno dnoib Jesh
100UDS -BI0UM JBPISUOT)
HEIS DYING /OONIS
ayl ‘68 'yeis weasppl
J3YI0 pue SI8yOes)
$se0 0) uo passed
usaQq arey elep

}S9} PUB JUBLUSSISSE
JUBASIDI I8 Binsu
‘sj1abie} einoIng
oypoads Aue Ajuspl

0} sa1doo 109lj0D
“dnoub seak jxau 0y uo
ssed pue saanosigo Aoy
1suiebe sjuswssasse
pI0031 SIBYDES|

'5)58} Jeuondo

pUE 2SM PUB | SH

JO SBWOINO asAjeuy

bumas

yabaey Jenowino
‘Augnios

}40M pue

ejep jo sisfjeuy

Hpne i

ay} uo paseq feah
owapeoe Bunod 1o}
poddns J0jeuIpI00D
aunuelboid

QdO J8yoes)peay
uym sauby

‘sBupuy

10 1By auy v ueld
uonoe Aoesal ajepdn
-~ senuoud Aax Apuap|

‘ssaooud
Bumes-1abpng
{00UOS-3|0UM Y}

‘awweibosd

adD 0 UoNENEAd puUe
Buruses| pue Buiyoeay
J0 Buonuow

W0l 3ORQPas)} JO

Wb 2y w ueid isnipy

‘Butsaw gers je
‘awwesBoid poddns
JOJBUIPICOD PUB GdD
apnpoul O3 ‘ueld uooe
004OS [ aSINB) BIBYS
‘ueyd uonoe

PUE JIpNe PasSINaI

ur dnoii3 seak tabels
A% '|o0yDs ajoym
68 ‘uawidojansp

“#PNe Ui
3y} Uo paseq Jedk
olwapede Builiod Joj
poddns JojBuUIpIo0D
ouwwesboad

Ad0 J8yodealpesy
uum 9818y

‘sBupuy

10 W61y au ur uerd
uonoe Acesal) ajepdn
- sanuoud Aax Ajuap)

sanuoud bumas

‘Adesen Jo upne wiojul o} sacunosas | “sanuoud ueld uonoe Roeuay 1oy "AdeIBN JO PPNE ‘Huuueld uonoe
LUy, JOOYIS-BI0UAA Aoeayy j0 Wpny 3O MBINB) JERA-DIN sanuoud Aax Auap| U, JOOY2S-SI0UAA pue Suippny
App - aunp Aew - judy nidy - Ga4-pIN gaj-pius—uer 93Q -AON 100 -1deg Anp - aunp Ae - judy
WA} JSWWING uu3d) bundg UL vWININY [T WETTIVIT S

:s/4edh onuapesy

ao11o9e.4d ojui uejd uonoe pue jipne ay) bumng

ADVHI 111 HJauue|d 10}BUIPI00D

"SWII3) 1N0J JOA0 spiepue)s Buisiel 10} syse) A9y ayj saiypuapt souueld ay

© Crown copyright 2002

1§ Literacy coordinator's handbook

O

Aruitoxt provided by Eic:

E



A19Y1IVAV Ad0J 1S538

‘ugld UCHo. 8y} ypm
0UBPIOITE Ul JBLOED)
-peay yim awwestosd

Bujuieay
Buucyuow sa:6y pue Bujoes)
ueah ayy soj poddns jo 30 Bunopuow
‘awwsesboid Odo SN2} pue awiesbosd ‘awwelbosd Q40 ‘awnweiboud
pue poddns s, 1eak adD oqoads seyoeay pue poddns s Jeak Qado pue poddns
SIY) O 10BdWI MBINSY -peay ym aaiBy | siyy o 10edwl mainay J03eUIPICOD
1eak Ouapeoe (xau JBaA DILBPEDE 1X3U
Buunp sawweibosd Buunp sawweiboxd
UONUBABIULIBAIBD O | "Je1S HYWI ‘OON3IS yoddns feuoppe UOHUBAJBIU JBNISP O | "BEIS DYINT 'OON3S
Apoedeo sepnjour ueid ‘B8 'ypm ssnosip Buinledas uaipyo “aoed Ayoedeo sepnjou ueld ‘B3 ‘ypm sSNoSIP
JuaLuBA0dWI OIS - poddns jeuonippe 10 55016040 mainas w are sswwesboid Wawanoidwi j0oyos — poddns jeuoippe
308Y0 — sawiweibord Buneoss uaippyd ‘SIUBISISSE Joyoea} woddns [euonippe | ‘papesu se sjueisisse | 3408u0 — sawweiboid Buniaoal uaIpiyo poddns
uonuSABIU 1O UONOBBS JO) /818yoea] JueAsiR 10} sassaooud | sayoea) pue siayoes) uonuaABIuL JO UOHO3IaS 10} Jeuciuppe 1o}
10 10edWi $58SSY S2INPa00Id MBINSY | PUR JBUDESIPEAY UNAA Buuesios ainsul | 1o} Buiuresy asiuebin Jo yoedwi ssassy saiNpe20id Manay | payRuapl uappyd
“IX8U UC }X8U Uo
pasnNo0) 8q 0} Spaau Pasno0} 8q O} SPadU
1BYM pue PIUIed| JEUM PUR paUIES}
pue ybne;} ussq pue jybne) usag
SEY JBYM JaPISUOD SBY JEYM JOPISUOD
01 dnoub Jeak xau ul 01 dnoib Jeak 1xau ut
J3yoes) 0} passed ase J8yoea) 0} passed ase
sueld wig)-wnipauws sueid uLs}-Lunipaw
PAIBIOUUR Jey) ainsug pajeiouUe Jey) ansuj
‘uejd uonoe pue jipne ‘papaau se Buuue|d ‘papaau se Buluueld ‘papsau se Buuueld | -ue(d uonoe pue ppne ‘papesu se Buluueid

ULIOJUI O} — Sueld Ws)
-WNIPaW JO UONEN|EAD
Jeak Jo pud J1no Aued

poddng ‘sdnoib
Jeah e urgoerd
urase sueid uwal

‘sueid wis) wnipatu
4O UoNEDIPOLY
Ajuiis} 1apisuoo 0}

poddng 'sdnoib
JeaA e ul aoejd
ut ase sueyd wius)

‘sueld UUa)-wnipatu
JO LONEDIPOW
AjULLIB) JOPISUOD 0}

poddng sdnoib
Jeak e uaoeid
ul ase sueid uugy

wuojut 01 — sueid us)
-WINIPBW JO UoNEeN[ead
JedA-40-pud 1IN0 ALred

poddng ‘sdnosf
1eah e w soeid
ul a1 sueyd uLis)

Buuued

S4940Es) By} ainsug -LNIpaw 1By} ¥08yD slayoes) abeinoouy -wnipew 1eys 32940 stayoes) abeunoouly | -wNpaW U o8y | Sieyoea) jey) ainsug WnNpal j1ey) 329e94D JOOUIS-3I0YM
Anp - aunp Aen - udy nidy — qad-piN Qa3-prur —uep 2aQ - AON 300 ~1deg Anp - aunp Aey - judy
w2y puwung w9y buudg wud3 uwniny w33 Jouung

574834 J1WOpEOY

© Crown copyright 2002

16 Literacy coordinator's handbook

(o
=4

O

Aruitoxt provided by Eic:

E



3197 1VAY Ad0D 1S34

‘Ipne pue sisAjeue

10 Ynsas e se s1abe)
1enoind dnosb sesk
/100UIS-B0UM JSPISUO)
HeIs OYWI
/OON3S8ul B9 =S
JUBASIZS JBUJO pUB
SIBUOES) SSBJO O} uo
passed usaq sey eiep
159} PUE JUSLLISSISSE

‘sjebie) seinowng
dnoub Jesh jo manase
SJAYOEa) YIIMm SSNISI

‘ssaiboud Buipeas
SUIPJIYD JO MBIAL
~uolssas Buipeas

sjabme) Jeinoiund
dnoib Jeak Jo manase
SJayoea] Yiim ssnosi
‘ssaJbo.ad Buipeas
S,UBIPJIYD JO MBIA
~uolIssas Buipeas

‘suejd wus)

-LOYS PUB -Wnipaws
Ul pajoayal ase s1abe)
959y Jey) ¥oauD
dnoib

1B3A Yoea 0} Sease
Aoeaay Ao ul sjebiey
JEINOLIND 3)eYI0D)

‘Jpne pue sisAieue
jO InsaJ e se s}abie}
Jenownd dnoib sesk
[I00LOS-S0UM JBPISLOD
“He1S DYWI/OON3S
ay) Ba'yers

JUBASIB) 15410 puB
SJAYOES) SSBID O} Uo
passed usaq sey eiep
159) PUB JUBLISSESSE

pue JIpne pasiAs)

JUBASIB JIB BINSUg popING Jo uoneIssgo papinb o uonealasqo Jeek/ s} JueAd|al fle ainsul
‘syabue} ;einownd [PUBL} 1EDNLD, PUODSSG Jpusuy jeonu), auy) ssouoe ssasboid ‘s1ebuey Jeinoiund
oyads Aue Anuspt o) ‘sleudoidde se ‘sreudoidde se | S.UaIpiu0 Butoliuow | owoads Aue Anuapt 0}
501000 109900 "dnoib HIOM JO AUruos pue WiOM 10 Aunnios pue | 10} sainpaoaid saiby | $21000 108100 dnoub
1e3A )x3u 0} uo ssed S)UBLISSASSE JaU0ea) SIUBWSSASSE JOYoEs) ‘s1abuey | 1B9AIXAU O} UO ssed
PUE S3A108IQ0 A3 ‘68 *a0uBIa}a! “b'a'a0uaiefl | feonawnujo Bumas | PUB SaAmoaiqo Aey
1suebe sjuawssosse 10 S30IN0S JBUIO 4O S90IN0S JLI0 pue spiepuejs jo | isurebe sjuawssasse Bumes
SYBeW S1oyora) aINsu] pue saARolqo Aoy puUB $3A109IG0 A9x | uoIsSNosIp WojUI o) | MW SIBUDES) Binsu] 10biey senaLind
'S159) [eucndo 1suebe siseq Ajuua) e Jsurebe siseq Alusl e | abexoeg uwniny ayy '$1531 feucido tAupnios
pue 253 pue LSH U0 paxoes) st ssasboid uo paxdes) sissaibosd | pue ejep 100U0S asn pue ZSH pue LSH ¥JOM pue
O SOWIODINO 3sAlRUY S,UBJPIYD Jel) ansu] S,UBJPIYD Jey) ansul JOU0B3IPERAY YA | JO SBWOIN0 asAleuy ejep Jo siskjeuy
“UPNE U Y} U0
Paseq Jeak Juapese
Huiwod 104 poddns
JOIEUIDIOOD /Aunuelt
“WpNe -04d (1dD sauoedIPEay
23U} U0 paseq Jesh Bunsew yeis 18 ylim sasby
onuapede Buiwoed o} ‘awwes6oid poddns | "SNI0} [00YOS-BjoyM
poddns JojeuIpio0d J0JBUIPIOOD PUE (JdD ~juawdojonap 10}
/ewwesbod apnjou o) ‘veid uonoe | 83U Ao se Buipeas
QdO Jayoeaipesy -swweiboid |OOUOS PasIABI BJEUS papinbG Anuapi
Yum 5318y 4D Jo uonenieas pue ‘ueyd uonoe “sbupuy
“sButpuy Buiues) pue Buiyoea) J0 B 3L} u verd

10 1B 8 ur uerd "ssao0sd 10 Bunonuow U dnoifs seak tabeys | UOHOE Adeiol slepdn
uonoe Asessy) a1epdn Bumas-jeBpnqg WIOY %2eqpas) jO A3y Jooyos sjoym | — Sanuoud Ay Anuap)
- sauoud Aax Anuapi joouds-aioum ayl | 1ubn syy w ued 1snipy *6°a ‘) Jowdorap Roea sanuoud bunyas
Aoeuayy Jo Jipne uuojuI 0] $80un0sa) | “sanuoud ueid uonoe Aoesap Jo) | JO BPNE UL, [OOUOS ‘buiuueld uoyoe
I OOYDS-BI0YAM Aoesay Jo jpny JO MaIA3) JeoA-Diy sanuoud Ay Ajlluap) -90UM B1BUIDIO0D) pue Bumpny
Anp - aunp Aewy - judy mdy - ga4-pIN Qa4-piw - vep 23Qg - AON 190 -3deg Anp - sunp Aey - judy
uLd} JaWWNg uuia) buudg w3y uwnmny ULIB} JIWIING
:s/4eak onuapesy

aonoeud ojui uejd uonoe pue jipne ayj buning

ADVH3llT -42uue|d J03euipioo) ‘_N_QEQXN

"SWLI3) UN0J J9A0 spiepue)s Buisied 10} $)se) A9y ay) saiijuapl sauued ay |

© Crown copyright 2002

17 Literacy coordinator's handbook

O

*.‘

N et

Aruitoxt provided by Eic:

E



318V 1IVAV AdOJ 1S3

‘Buposw

Hels Je passnosip
SUOHIEAIISAO

pue Buuojuow

U0 ¥oeqpad) pue
QdD Wol) SaWoIND
-awwesboid 940
pue poddns s esh
SIy} JO joedun mainay

-Buures jo yoedun
pue suoneaasqo

UO ¥0eqpaa; dseys
pue ssa1601d motasa
0) awn Bunasw yeys
-Buipeas papinb

Jo suoneasasqo
PUBLLY |eINID,

peaj Jojeuipio

-00 pue JatoealpeaH

“Buiuen jo joedun
pue suoeAIasqo

Uo ¥2eqpa3; aseys
pue ssauiBoid mamas
0} awyy Bunssw yeys
‘Buipeas papinb

Jo suopea1asqo
PUBNIJ €I,

peaj 10jeuipio

-09 pue Jayoeapeayy

‘ved uonoe

SU Yiim 30UBPI030R
ut 13yoesipesy

Yy swiwesbosd
Buuoyuow 3310y
-Buipeas papinb uo
pasnoo} Aep LISNI
ueak ay) 1o} poddns o
sNo0} pue swweiboid
QdO dyoads Jayoeay
-peay yym aa1by

“Bunasw

Jels je passnosip
SUONBAIISAO

pue Bupopuow

U0 ¥oeqpaaj) pue
Qd) Wol sawoong
‘swwesbosd g4
pue poddns sJeshk
SIy} 4O 10RdWI Mooy

Bunwesy

pue Buiyoea;

jo0 Buuoyuows
‘aunuesboud
QdD pue poddns
103eUlpI00D

Jeak DILBPEIR. IXaU
Buunp sswwesbosd
UOIUBAISIUY JOAIIOP O}
Anoeded sspnjour uejd
JuBwaAoidwIl [OOYOS
8y - sswwelboid
uonUBAIR I

JO 1oedw SS8SSY

Hels OvNg
'OON3S B8 'upm
$sNosip — poddns

feuonippe Buiaiaoas
UBIPIYD MIIASYH

‘poddns uonippe
Buniatas uaippy2

10 ss81604d marnat
*SIUBISISSE JOYDES)}

/7 S18UOES} JUBAS(D)
PuB JaUOE3IPEIY UM

‘aoejd

u ase sawwesboid
poddns feuonippe
10} s9s5320.d
Buesids ainsu3

'Papas_U SE SIUB)SISSE
JBUDES) pUE SI8YOes)}
10} Burunz asuebi)

JesA OWLIBPEDR 1Xau
Buunp sswweibosd
UONUSAIDIUL IAIBP O}
Ayoedeo sepniour ueid
wawarcidu ooyos
#2842 - sswweiboid
uonuaABIU

JO 1oedU $5855Y

“Hels DYNG
"OON3S B8 ‘yum
SSNOSIP — poddns

UBIPIYD JO UONOBIDS
10} s2INpa00Jd matnay

poddns
|euoiyippe 104
Paynuapl uaIppyD

“1X8U U0

PasSNo0} 8Q O Spasu
JBYM pue pauses) pue
bne} usag sey leym
Japisuod o) dnoub
129/ 1X3U Ul JBYDES)
0} Uo passed ase
suejd wWis}-Wwnipaw
pajejouue ainsu3
‘ue|d uonoe pue ypne
wuoyU 0y - sued wua)
-LNIPSW JO UOHEN|EAS
JB8A JO pUB 1IN0 Aued
$J1940B8) Jeu) aINsU3

‘papaau se Buluueid
poddng ‘sdno.b seak
jfe uaoeid w ave suerd
WS- WNIPaLW %o8yD

“sueid uusj-wnipaw
Jo uohEPOW
Auusa) JopISuUoD 0)
sJayoes) sbeinoou

‘uogeArsqo
0} payu -

Buuued siyz sopuowt
0} 10)2UIPI00D pue
1342E3PEIH "UOISSIS
Bupeas papinb

e jo Buyuueyd pajeyop
U0 SN20) 0} SJayIedL
‘papasu se Buuueld
poddng ‘sdnosb Jesh
e u soeyd w ase sueld
WS- WNPaW 840D

'sueid wust-wnipaw
JO UONEDIHPOW
Auia} JBpisu0D 0)
sJoyoea) abeinoouy

‘uoneAIasqo
o1 paxull -

Butuueid siy3 sopuow
01 1012WP100D pue
J2YoeIIPESH "U0ISSIS
Buipeas papind

e jo Buueyd pajierap
U0 SND0) 03 SsY2ed]
‘papaaL se Buluueid
poddng 'sanosb seak
e ul soeict ul aue sued
W8} WNIPaLW %0840

JX8U U0
pPasNo0; 8q 0} SPasau
1eum PUE pauIes) pue
bne) uaag sey leym
Japisuod 0} dnoub
1834 1X3U Ul S18yDes)
0} passed ase

sueid wust-wnNipaws
pajejouue aINsul
‘ue|d uonoe pue JIpne
WOyl 0} - sued sy
WNIPaW JO UOIENeAd
JedA JO pusd INO Aued
SI9YOBD) By} INSuU]

‘POpasyY

se Buiuueld poddng
sdnoub seak e

ui aoeyd u ase suejd
WU3)-WNIpawW %9840

Buuued
1O0YIS-DJO UM

Ay - aunp

Aey - judy

1udy - qa4-pPIN

9a4-phw - ver

29Q - AON

00 -ides

A - ounp

Aep - judy

wua} JeWWNG

uud} buudsg

uwa} uwnny

wua} JeWWNG

:s/4e 3k oywepedy

© Crown copyright 2002

18 Literacy coordinator’s handbook

O

)

Aruitoxt provided by Eic:

E



O

ERIC

Aruitoxt provided by Eic:

Introduction to the training modules

Rationale for the training materials

The training modules provided in this handbook are designed to support your
ongoing professional development. The table below provides an overview of the
modules. Some modules have been prepared jointly by the National Literacy and
Numeracy Strategies and include common material. Other modules have been
designed to support coordinators in developing specific aspects of their
respective subjects.

The materials are designed to supplement existing training and support materials
that you have received from the LEA, the TTA and training you may have received
from colleagues in the HEI sector or other providers.

What does the training focus on?

The training resources complement the structure and organisation of the self-
evaluation grid and seven modules of training are provided to support your work
inthe four key areas.

Key area Mathematics modules | Literacy modules
Establishing ta |Establishing priorities 1a | Establishing priorities

1 | priorities, analysing [1b |Reviewing results, 1b | Reviewing results,
results and analysing data analysing data

reviewing progress

Continuing to 2a | Revisiting the plenary 2a | Revisiting the plenary
2 |improve the quality |2b() | Planning for progression 2b | Planning for progression
of teaching and 2biii)| Developing the teaching

learning of problem solving
Management and 3a | Creating an effective
3 | deployment of learning environment
resources 3b | Managing the deployment | 3b | Managing the
of additional aduits deployment of additionat
adults
Professional 4a | Planning for effective 4a | Planning for effective
4 |developmentinto professional development professional
practice development

How are the modules organised?

All modules follow a common format and structure. They are designed to build on
the self-evaluation grid and support the identification of key points for action to be
included in your coordinator planner.

The organisation of the modules into training days, sessions or stand-alone units
will be decided by the LEA NLS and NNS fine managers and consuitants who
have been briefed on the materials.

19 Literacy coordinator's handbook © Crown copyright 2002
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Key area| Establishing priorities,
- | analysing results and
reviewing progress
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Module

Establishing priorities

90 minutes

Module OHTs and briefing notes

Objectives and overview

5 minutes

Objectives

The National Literacy
and Numeracy Strategies

* Toidentify achievements to date and the role the coordinator has played in helping
schools raise standards in literacy and mathematics

* Toidentify national priorities for raising standards in literacy and mathematics

Literacy and mathematics coordinators

Notes:

National priorities

NLS

* The Strategy continues to be the major
influence on teaching, reading and
writing in English primary schools.

* The quality of the teaching continues
to improve although some
weaknesses remain.

* Boys continue to do less well than
girls at both key stages.

* The systematic and daily teaching
of phonics is not secure and needs
closer monitoring and attention.

The National Literacy
and Numeracy Strategies

HMI reports on the NLS and NNS National picture

J otria2.

NNS

* The daily mathematics lesson is firmly
established.

* Improvements in the quality of teaching
have been consolidated although some
weaknesses remain.

* Better use is being made of teaching
assistants.

* Many headteachers continue to provide
effective leadership, but in some
schools they are not involved sufficiently
in monitoring the quality of teaching orin
supporting the mathematics coordinator.

Literacy and mathematics coordinators

Notes:
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For coordinators in special schools and settings:

* NLS and NNS are firmly embedded in special schools.
* Good practice is becoming widespread and is beginning to raise standards.
¢ Pupil achievement has risen most in English and mathematics, reflecting
schools’ successful implementation of the NLS and NNS.
* Schools are continuing to refine the match of activities to pupils’ needs,
especially those of the least able.

Notes:

Progress data KS1 -KS2 ‘OHT1a.3.
2001 KS2 English 2001 KS2 Mathematics
3 4 5 3 4 5
1 46% 31% 1% 50% 28% 1%
1997 2C 27% 63% 8% 34% 56% 7%
kST [T28 | 11% | 69% | 19% | 21% | 63% | 16%
Level 2A 2% 52% 45% 6% 57% 36%
3 0% 25% 74% 1% 31% 67%
The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators
Notes:
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The following are national priorities for the NNS and NLS:

National priorities

NNS NLS
* Improving planning and teaching * Management and leadership in schools
* Springboard programmes * Improving teaching further
* More able children ¢ Strengthening teachers' subject knowledge
» Strengthening teachers’ subject * literacy support programmes
knowledge

Building local capacity through
support for LMTs

The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators

For coordinators in special schools and settings:

NLS NNS

Areas requiring further attention | Areas requiring further attention
The progressive teaching of » Effective teaching and learning
phonics strategies for the plenary session
The development of writing * The grouping of pupils

* Providing appropriate levels of work,
differentiated for the individual needs
of pupils within those groups

* Limited subject knowledge

Notes:

Part B(i) Course material
(for mathematics coordinators)

More on NNS priorities

In the mental and oral starter insufficient attention is given to identifying and
developing children’s mentai calculation strategies.

Insufficient attention is given to the teaching of problem solving.

The plenary remains the weakest part of the lesson: links to assessment need
to be strengthened.

In too many classrooms expectations remain low.

Planning needs to be focused more on the learning objectives with less
reliance given to commercial schemes and worksheets.

Teachers’ subject knowledge needs to improve in key aspects of mathematics.

Planning for progression from mental to written methods of calculation needs
to be better understood.

23 Literacy coordinator's handbook © Crown Copyright 2002
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Notes:

HMI reports on the NNS/NLS Management and leadership
in schools

NNS

* Many improvements but with important areas requiring further attention
* Monitoring teaching and learning

* Focus on accurate diagnosis of children’s learning needs

* Management of intervention programmes

* Deployment of teaching assistants

The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators

The role of the coordinator
Notes

* Knowing what is being taught and how well it is taught is important if
coordinators are to support teachers in improving the quality of teaching and
learning.

* Akey factor in the further improvement of literacy and mathematics teaching
is the effective use of assessment of children’s progress.

* Springboard programmes are most effective when targeted at supporting
those children who, with additional teaching, can catch up with their peers.
Coordinators have an important role in the management of intervention
programmes.

» Many teachers will require guidance from their coordinator on how they might
make effective use of a teaching assistant during the literacy hour and the
daily mathematics lesson.

* Headteachers have a crucial role to play in ensuring the NLS and NNS
continue to raise standards. Coordinators have an important role to play in
supporting headteachers in managing the Strategies.

s Identified gaps in teachers’ subject knowledge should inform in-service
sessions as part of the school's CPD programme.

* Working with the whole staff to agree on progression in key areas of literacy
and mathematics helps teachers plan and strengthens the continuity in
children’s learning.

24 Literacy coordinator's handbook © Crown copyright 2002
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Notes:

Part B(ii) (for literacy coordinators)

Key questions for discussion on return to school
Questions for coordinators to consider:

+ How might coordinators, in their schools, make effective use of the support
being provided by the NNS/NLS?

+ Do coordinators have any good models for the use of these materials that
they can share with their colleagues”?

Key points for action:

More on NLS priorities

¢ The plenary is still problematic for many teachers, with the link to lesson
objectives and learning outcomes needing to be strengthened.

¢ Inguided reading, the links to independent work and the development of
comprehension strategies, need to be strengthened.

¢ The priority area remains the teaching of writing. The training materials (DEW
and GFW) need to be more widely disseminated and used to support
teaching.

¢ Too many teachers are not making explicit links between the daily word level
activities and the process of reading and writing

* The pattern indicates that tasks are often not well matched to the needs of
children.
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OHT 1a.6 shows issues that have been raised about the leadership and
management of the Strategy in schools.

'OHT 1a.6

HMI reports on the NNS/NLS Management and
leadership in schools

NLS

e Many improvements but with important areas requiring further attention
* The analysis and interpretation of numerical data to set curricular targets
¢ Monitoring teaching and learning

e Management of intervention programmes

The National Literacy

and Numeracy Strategies Literacy and mathematics coordinators
Notes:
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Module

Reviewing results, analysing
data 75 minutes

Module OHTs and briefing notes
Objectives for the module

Objectives

» To analyse the Autumn Package and schools’ PANDAs and explore how they might be
used effectively to set targets and raise standards

» To help coordinators become more skilled in analysing performance data
» To consider ways of working with schools to help them analyse performance data

» Toclarify the role of coordinators in supporting schools with the analysis of
performance data

The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators

Notes:

Sources of data

» Observation of pupils working

* Pupils’ written work

¢ Half termly teacher assessments

» Annual teacher assassments

+ Baseline assessment

» NC statutory tests at the end of Year 2 and Year 6
» QCA optional tests in Year 3, Year 4 and Year 5
* Other annual tests, e.g. NFER

» PANDA/PICSI

¢ Autumn Package

The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators
Notes: - -
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The Autumn Package OHT;1 bh.3:

* Introduction
* Section 1: 2001 National Summary Results

¢ Section 2: National value added information
Value-added lines and progress charts

e Section 3: National Benchmark Information
Prior attainment benchmark tables
Free school meal benchmark tables

« Section4: Performance and Assessment Report
¢ Section5: Ready reckoner
* Section 6: Useful contacts

The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators

Notes:

What is the Autumn Package for?

* To provide a basis for performance comparisons and self-evaluation by looking at
school and pupil results

¢ Toincrease understanding of performance issues within the school
* To assist schools in target setting

» To assist in discussions with individual pupils/teachers/parents

The National Literacy

and Numeracy Strategies Literacy and mathematics coordinators
Notes:
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The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators
Notes:

« Progress of higher-attaining boys is good but progress of girls is not as good
as that nationally.

» Progress of lower-attaining pupils (around level 2C at Key Staget), particularly
boys, is not as good as that nationally.

« A small group of lower-attaining boys and girls (level 1) made excellent

progress.

An anonymous primary school
Percentage of pupils achieving level 2 or above

95%| | UQ 60% 40% LQ 5%; Interpretation
Reading 100 94 90 | 90| 84 78 62 C
(tests/tasks)
Writing 100 95 92 86| 86 80 63 C
(tests)
Mathematics| |100 99 96 91 90| 87 75 D
(tests)
Science 100 100 | 97! 95 90 85 68 B
(TA)

A% A S J Cooviinn. Do Eoovvrnnns E”
The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators
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Notes:

Identify action points

Systematically analysing data can help schools to:

* set realistic but challenging school/group/individual targets, including interim
targets;

¢ help teachers to identify what pupils need to be able to do in order to reach
their curricular targets;

s identify groups of pupils or individuals who would benefit from intervention
programmes such as Further Literacy Support. This will help schools use their
resources more effectively.

Plenary 5 minutes

Briefly record any points that have arisen from this session —in particular, any
support required to analyse data during the Summer and Autumn terms. Return
to the self-evaluation grid and make amendments. Write two action points
following this consideration — map these onto the coordinator planner.

Notes:
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Handout 1b.1
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Handout 1b.2

Roles and responsibilities:

Statement cards

------------------------------------------------------------------------------------------------------------------------------------------------

Collect all pupil
performance data for a
school

Use item analysis data in

Analyse pupil performance
datain school overtime |

Analyse pupil performance

datain relation to the
tests Autumn Package
Identify school in relation Set curricular targets for
. to benchmarking data literacy

. Record progress of

. different groups of pupils
. (EAL, gifted and talented,
. Travellers....)

Monitor the progress of
pupils with SEN

......................................................................................................................................................................

'~ Set numerical targets for
~ literacy in the school

Use value-added measures
to judge progress |

......................................................................................................................................................................
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Keyarea| GContinuing to improve
the quality of teaching
and learning
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Module
Revisiting the plenary 75 minutes

Objectives for the module
Module OHTs and briefing notes
Returning to the self-evaluation grid

Objectives

¢ To support coordinators in identifying the key features of effective plenary sessions

* To make suggestions for how schools can improve the effectiveness of the plenary
session

The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators

Notes:

HMI reports on the NLS and NNS Teaching issues
for schools
NLS NNS
Areas requiring further attention Areas requiring further attention
* managing and developing the literacy * managing the main and plenary part ot
hour the lesson
¢ the teaching of wrong - in particular at * making more effective use of teaching
the sentence level resources
* the teaching of phonics and spelling * the quality and consistency of
« use of independent time and group work children’s progress
The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators
Notes:
35 Literacy coordinator's handbock © Crown copyright 2002
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Features of effective plenary sessions

Option 1
Focus on the plenary - the literacy hour

Objectives

¢ To identify the features of effective plenary sessions

* To introduce a framework to support monitoring and evaluation of the plenary

The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators

When planning plenaries teachers need to:

» take account of the plenary and provide a range of opportunities for children
to review their learing, clarify their new understanding, discuss what they
have been taught;

» identify questions that will help the children to consolidate and extend their
literacy skills and recognise the progress they have made towards meeting
the lesson’s objectives and any targets that have been set;

* build links between the plenary and other elements of the lesson.

Notes:

During the plenary, teachers need to:
s challenge children to justify and refine their ideas and findings;

¢ provide feedback which aims to clarify, refine and extend children’s thinking,
reasoning and communication skills;

* assess the learning against the lesson objectives and log this information to
inform future plans.

Notes:
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After the plenary, teachers need to:

* review the success of the plenary and briefly record information gathered on
particular children;

* use the information to inform future plans.

Notes:

Features of effective plenary sessions

Option 2
Focus on the plenary - the daily mathematics lesson

When planning plenaries teachers need to:

« take account of the plenary and provide a range of opportunities for children
to review their learning, clarify their new understanding, discuss what they
have been taught;

» identify questions that will help the children to consolidate and extend their
mathematics skills and recognise the progress they have made towards
meeting the lesson’s objectives and any targets that have been set;

+ build links between the plenary and other elements of the lesson.
Notes:

During the plenary, teachers need to:
+ challenge children to justify and refine their ideas and findings;

* provide feedback which aims to clarify, refine and extend children’s thinking,
reasoning and communication skills;

* assess the learning against the lesson objectives and log this information to
inform future plans.

37 Literacy coordinator’s handbook © Crown copyright 2002



Notes:

After the plenary, teachers need to:

* review the success of the plenary and briefly record information gathered on
particular children;

» use the information to inform future plans.

Notes:

Planning for plenaries leaflet

Copies of the plenary leaflet were given out at the headteachers’ conferences and
many coordinators may already have seen the leaflet. The text from the planning
plenaries leaflet can be located in this handbook.

Notes on the observation of the video sequence:

Key points for action

Note the following:

+ effective plenaries have to be planned;

e questioning children is an important part of a plenary;

* probing questions assess what learning has taken place;

» the plenary is the opportunity to gather assessment information that will
inform future planning.

38 Literacy coordinator's handbook © Crown copyright 2002
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Features of effective plenary sessions

Option 3

Focus on the plenary - highlights from the literacy
and mathematics plenary sessions

It is important to remember that the prompts apply to a range of plenaries. There

is No expectation that teachers planning and teaching should show all aspects in
one plenary.

When planning plenaries, teachers need to:

» take account of the plenary and provide a range of opportunities for children
to review their learning, clarify their new understanding, discuss what they
have been taught;

* identify questions that will help the children to consolidate and extend their
literacy and mathematics skills and recognise the progress they have made
towards meeting the lesson’s objectives and any targets that have been set;

* build links between the plenary and other elements of the lesson.

Notes:

During the plenary, teachers need to:
¢ challenge children to justify and refine their ideas and findings;

* provide feedback which aims to clarify, refine and extend children’s thinking,
reasoning and communication skills;

* assess the learning against the lesson objectives and 10g this information to
inform future plans.

Notes:

After the plenary, teachers need to:

* review the success of the plenary and briefly record information gathered on
particular children;

* use the information to inform future plans.
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Notes:

Observation of the video sequence:

Key questions for discussion on return to school

* Whatis it that you feel you need to emphasise to your colleagues about what
makes an effective plenary?

*  Whatis it that you will ask their colleagues to do in order to improve their
plenaries?

* What support could you give to their colleagues in planning better plenaries?

Key points for action:

40 Literacy coordinator’s handbook © Crown copyright 2002
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Handout 2a.1

Features of effective plenary sessions

When planning plenaries teachers need to:

» take account of the plenary and provide a range of opportunities for children
to review their learning, clarify their new understanding, and discuss what
they have been taught;

» identify questions that will help the children to consolidate and extend their
literacy and mathematics skills and recognise the progress they have made
towards meeting the lesson’s objectives and any targets that have been set;

« Dbuild links between the plenary and other elements of the lesson.

During the plenary, teachers need to:
« challenge children to justify and refine their ideas and findings;

« provide feedback which aims to clarify, refine and extend children’s thinking,
reasoning and communication skills;

« assess the learning against the lesson objectives and log this information to
inform future plans.

After the plenary, teachers need to:

¢ review the success of the plenary and record briefly information gathered on
particular children;

« use the information to inform future plans.
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Handout 2a.2

Framework for monitoring and observing the plenary

Generic questions/question stems

Ways of thinking

Examples of question prompts

Returning
Returning to the learning
inthe literacy hour:

L

What, when, where, who? related to — characters, settings, key events,
time scale/sequence
Also questions related to — name/genre of text, features of text,

s recall layout/presentation

o revisit ¢ Basic recall/recasting of information

e reflect

e clarify

Connecting * From what you have read so far, can you predict...?

Encouraging children to
link the learning from this
lesson to prior knowledge:
¢ highlight

¢ classify and categorise
¢ identify patterns

* summarise

What are the features of...?

What are the similarities or differences...?
Can you summarise...?

Can you describe/identify. ..

What sort of order/sequenceis used...?
How does this relate to...?

Can you group/sort/classify...

Do you know another time when you...?
Compare... with...

Can you distinguish between...?

Generalising

Building on previous
learning to establish new
conclusions and theories:
e conclude

« codify

* reason

o justify

If you were making a checklist for... what would you include?
Why did the author use...?

What do you now know about...?

What type of text/poem is this?

How do you know?

What generalisations can we make about when we use...?
How would you plan...?

How can you improve...?

Accommodating
Taking new learning and
using it to test prior
knowledge and new or
unresolved questions:

s speculate

¢ hypothesise

s imply

* apply

If we apply our checklist to this text, what judgements could we make
about... (structure/language features)...?

If we wanted to create a similar style or effect in our own writing. What
would we need to include...?

How can we use what we have learned about ... when we write... in...
(cross-curricular application)...?

What alternatives or alterations could you suggest?

What problems could you encounter as an author when writing...?
Does the text meet the intended audience and purpose?

How could you change the text form and language to suit a different
audience?

42 Literacy coordinator's handbook
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Video observation

Focus on the plenary - the literacy hour

Handout 2a.3

Comments

+« Before the plenary

How did the teacher prepare
the children for the plenary?

How were the activities in the
lesson structured and planned
to support the plenary?

¢ During the plenary

How did the plenary help the
children secure their learning?
What opportunities were there
for the teacher to assess and
monitor learning?

How did the children
demonstrate their new learning
and understanding?

* After the plenary

Following this plenary what are
the implications for future
planning?

How could future plenary
sessions be used to deepen
the understanding developed
in this lesson?
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Suggestions for improving
the plenary part of the lesson

Handout 2a.4

Aspects to consider when planning and
teaching the plenary

Examples of these aspects
observedin aplenary

Aspects that could feature
more in future plenaries

Making links

To the objective/s for the lesson/s

To previous lessons

To future lessons/units of work

To position of lesson in overall unit

To other aspects of mathematics

To other subjects in the curriculum

To what will be taught next to give children a
clear idea

To what has been completed at home
To other ways of recording

Between informal/formal methods of
recording and presentation

To the next stage of refining methods

Assessing

Against key teaching and learning points
Key points and methods to remember;
revise; practise

Key words, facts, ideas, notation
Consolidating knowledge and understanding
Clarifying children’s developing knowledge
and skills

Recognising and correcting errors and
misconceptions

Checking and extending chiidren’s use of
vocabulary

Learning against targets (individual or group)
Learning against key objectives

Formative assessment to inform planning
The role of additional adults

Questioning

Targeted

Prompting

Probing

Open

Challenging assumptions and conclusions
Prompting children to ask their own
Testing generalisations and hypotheses
Solutions and strategies

To address errors and misconceptions
To gauge chitdren’s responses:

what they know

what they have learned

what they need to practise further

Itis important to note that not all aspects outlined above would be seen in any one plenary
session.
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Module

Planning for progression 75 minutes

Module OHTs and briefing notes

Objectives for the module

Objectives ‘OHT2b.1:

* To revisit the principles and practice of medium- and short-term planning

¢ To consider the effect of a teaching sequence for English, to reduce planning load
The National Literacy

and Numeracy Strategies Literacy and mathematics coordinators

Notes:

Criteria for an effective medium-term plan
An effective medium-term plan:

* assembles the text, sentence and word level objectives into coherent (mostly
two-week) units;

* recognises that some sentence and word level objectives will be taught
discretely and others will be integrated into the theme of the unit;

* includes all objectives from the NLS Framework, repeating some as
appropriate;

¢ indicates texts to be studied and pupil outcomes for each unit of work;
* indicates areas of focus for speaking and listening;

¢ orders the units in the term’s timetable to accommodate related work in other
curriculum areas;

* assumes the teacher will be reading a novel (or other texts) to the class on a
regular basis outside the literacy hour throughout the term;

* assumes that children wili be expected to read and write outside the literacy
hour, including at home.

Criteria for an effective Unit Plan
An effective Unit Plan:
* specifies text(s) for reading and outcome(s) for writing;

* indicates a speaking and listening focus and possibly a speaking and listening
outcome;

* works through the teaching sequence from reading to writing;
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» recognises that in some units some text level objectives may be more
thoroughly covered than others;

* plots the discrete sentence and word level objectives;

» indicates where sentence and word level objectives are integrated in shared
reading and writing

Notes:

Core teachingin reading
* |ntroduction to text

* Reading strategies
- applying the searchlights model
-techniques to navigate texts
—comprehension strategies

* Response to text
» Development of specific reading objective(s)

The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators

Notes:

Core teaching in writing
* Analysing texts (reading for writing)

* Introduction to writing (on the basis of specific writing objective):
— gathering/transferring content/stimulating
- deciding form to fulfil purpose and match audience

* Writing process: planning, drafting, revising, editing

The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators
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Notes:

Reading and responding

Analysing texts
(reading for writing)

Planning and writing

The National Literacy
and Numeracy Strategies

A teaching sequence for shared reading and writing through a unit

Introduction to reading (e.g. activating prior learning)
While reading text, teach reading strategies

(e.g. toolkit, navigation or comprehension}

Response (e.g. likes, dislikes, questions for the author)
Specific focus of reading objective(s)

Analysis of texts for structural and language features
Deriving principles of effective writing from these text
models

Gather/transfer content, stimulate
Discuss audience, purpose, form
Plan, draft, revise, edit

Literacy and mathematics coordinators

Notes:

Reading and responding

Analysing texts
(reading for writing)

Planning and writing

The National Literacy
and Numeracy Strategies

A teaching sequence for shared reading and writing through a unit
onlssues and dilemmas Year4 Term 3

Introduce text with a dilemma, e.g. The Balaclava
Story (T1)

While reading text for T1, demonstrate and practise
appropriate reading strategies

Respond to text for T1 (e.g. likes, dislikes, questions
for the author)

T1,10, 20 and 24 (use reading journals)

Analysis of text(s) for use of paragraphs (T3)
Deriving principles for using paragraphs (T3)

Stimulate story using poem / did a bad thing once (T11)
Discuss audience, purpose, form (T11)
Plan, draft, revise, edit (T11)

Literacy and mathematics coordinators
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Notes:

+ sentence and word level

Reading and responding

Analysing texts
(reading for writing)

Planning and writing

The National Literacy
and Numeracy Strategies

Introduce text with a dilemma, e.g. The Balaclava
Story (T1)

While reading text for T1, demonstrate and practise
appropriate reading strategies S2, W1

Respond to text for T1 (e.g. likes, dislikes, questions
for the author)

T1,10, 20 and 24 (use reading journals)

Analysis of text(s) for use of paragraphs (T3)
Deriving principles for using paragraphs (T3)

Stimulate story using poem / did a bad thing once (T11)
Discuss audience/purpose, form (T11)

Plan, draft, revise, edit (T11)

S2 W1 W2 W3 W13

Literacy and mathematics coordinators

Notes:
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Handout 2b.5

Criteria for an effective medium-term plan

An effective medium-term plan:

L

assembles the text, sentence and word level objectives into coherent (mostly
two-week) units;

recognises that some sentence and word level objectives will be taught
discretely and others will be integrated into the theme of the unit;

includes all objectives from the NLS Framework, repeating some as
appropriate;

indicates texts to be studied and pupil outcomes for each unit of work;
indicates speaking and listening focus;

orders the units in the term'’s timetable to accommodate related work in other
curriculum areas;

assumes the teacher will be reading a novel (or other texts) to the class on a
regular basis outside the literacy hour throughout the term;

assumes that children will be expected to read and write outside the literacy
hour including at home.

Criteria for an effective Unit Plan

An effective Unit Plan:

L

L

specifies text(s) for reading and outcome(s) for writing;

indicates a speaking and listening focus and possibly a speaking and listening
outcome:

works through the teaching sequence from reading to writing;

recognises that in some units some text level objectives may be more
thoroughly covered than others;

plots the discrete sentence and word level objectives;

indicates where sentence and word level objectives are integrated in shared
reading and writing.
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Core teaching in reading

Handout 2b.6

Introduction to text

¢ establishing purpose for reading
e ¢.g. activating prior learning, experience or reading
¢ e.g. predicting content of book from cover and title

Reading strategies

Applying the
searchlights modei

- techniques to
navigate texts

~ comprehension
strategies

e e.g.reading with phrasing and fluency

* e.g. skimming, scanning, paragraphs and topic sentences, page layout
* e.g. predicting, deducing, inferring, speculating, making connections
Children use all of these strategies when they read. However, in Key Stage 1,
the focus is mostly on the basic skills tool-kit, moving into a focus on the
navigating techniques in Years 3 and 4 and the comprehension strategies in
Years 5 and 6. However, these are obviously not exclusive; children deduce
in Key Stage 1 and may need to return to the basic tool-kit to read an
unfamiliar word in Year 6.

It is important that the teacher demonstrates the use of a new strategy. For
instance, you could demonstrate how to scan a paragraph looking for a
specific fact, thinking aloud as you do so. Then tell the children a fact and
ask them to scan for it. Ask the children to tefl the class the process they
went through.

Response to text

¢ e.g.likes anddislikes, what puzzles you and questions you would like to
ask the author

Development of specific
reading objective(s)

e e.g.Year4Term 1 T1 toidentify social, moral or cultural issues in stories,
and to discuss how the characters deal with them; to locate evidence in
text

Core teaching in writing

Analysing texts
{reading for writing)

¢ analysing texts for structural and language features
¢ deriving principles of effective writing from these models

Introduction to writing
(on the basis of specific
writing objective)

¢ gathering content for writing or transferring it from another
curriculum area, for either fiction or non-fiction writing, or stimulating
writing through experience or discussion

¢ deciding purpose and audience for writing and choosing the form of
writing to fulfil purpose and match audience

Writing process:
planning, drafting,
revising, editing

Here the children are applying the principles they gleaned from their
analysis of texts. They p/an using the knowledge they have of text
structure. When they compose (draft and revise) they use the sentence
structures and language features to convey their meaning effectively.
They are also applying their word level learning (drafting and editing).

The use of demonstration, scribing and supported composition as
described in Grammar for Writing is well established as a series of
teaching strategies for teaching drafting. These strategies are equally
important for teaching planning and could be used in teaching revising
and editing.
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Keyarea| Management and
deployment of resources
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Module

Creating an effective 75 minutes
learning environment

Module OHTs and briefing notes

Returning to the self-evaluation grid

* Where did you locate yourself on the grid?

« What evidence do you have for this judgement?
* What do you think are your priorities for further development?

The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators

Notes:

Key principles and priorities

» All decisions on MDR are based on a clear identification of school priorities —
supported by national, LEA and schoo! leve! data.

» Deployment of additional adults and the selection of resources meet the needs of all
children.

» All decisions related to MDR are an integral part of whole SIP and relate to key school
policies oninclusion, teaching and learning and equal opportunities.

* MDR includes the development of an effective learning environment for all children
which recognises their varied needs at differing stages and phases of their education
and values their cultures, languages and wider learning experiences.

The National Literacy

and Numeracy Strategies Literacy and mathematics coordinators
Notes:
57 Literacy coordinator's handbook © Crown copyright 2002
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Key priorities

» Creation of a positive climate for learning which reflects the values of the parents, staff
and children and which enables all children to access learning effectively

» Development of appropriate programmes of support to meet the needs of all children

+ Organisation and grouping of children to ensure teaching and learning is as effective
as possible

» Effective deployment of additional adults to meet teaching and learning needs
* Effective whole-school implementation of national intervention programmes
+ Development of appropriate ‘follow on’/Wave 3 provision

« Selection and use of resources to reflect and celebrate the wider community and
children’s learning needs

The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators

Notes:

This module is intended to support coordinators in developing the learning
environment in their own school context.

Objectives

* To focus on the importance of the learning environment

« Toidentify those features of the learning environment which will impact significantly on
teaching and learning

+ To use a case study to explore key aspects of the learning environment
« To decide priorities and then plan to address the key issues
+ Toreflect on the next stage of development in coordinators’ own school contexts

The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators
Notes:
58 LiteraCy coordinator's handbook © Crown copyright 2002
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Building an effective whole-school learning
environment

* What do we mean by an effective school learning environment. What is it”?
What does it look like across the school? What are the key features you would
wantto see?

e are going to look specifically at five areas in this session:
- Display as a general feature of the classroom
- Resources for teaching literacy and mathematics
— Teaching/learning prompts specifically for literacy and mathematics
- Classroom organisation

- The child’s view — what is it like being a learner in this classroom?

Notes:

Read through the school scenario (Handout 3a.1) and identify the key issues for
the case study school under each column.

» Al of the areas on the audit are important and all interlink to promote effective
teaching and learning. However, as critical friends to the school, we have to
heip the coordinator to identify key priorities — those which wiii have the
greatest immediate impact on the quality of teaching and learning and the
consistency of practice across the school.

¢ In this module we are going to focus on the column identifying teaching and
learning prompts because development in this aspect can impact quickly
and significantly both on children’s learning and on teaching styles.

Prompts to support early writingin a Year 1 class may include :

- aword wall with removable high-frequency words for children to access
independently;

a word display highlighting key words from literacy lessons and promoting
mathematics/science and foundation subject vocabulary as appropriate;

- spelling/phonic prompts, such as table-top laminated alphabet strips, or
parts of strips, washing line alphabets, famities of spellings, class
dictionaries, published dictionaries, topic word collections, phoneme
frames;

displays which encourage children to engage, €.g. adding to word-building
activities and word collections;

reminders of the process of spelling - What do we do when we get stuck?
How can we find out? Who else can help us?
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specific prompts to support current literacy focus, e.g. examples of
captions and labels; simple check-list reminders of key features of a
sentence;

prompts to support the process of writing, e.g. talk to a friend before you
write your sentence; good writers in Class 2 always think before they write;
how to be a good talk partner.

How would these teaching and learning prompts for writing look in a Year 5
classroom?

Notes:

Draft a list of the key teaching and learning prompts you would wish to see in
each year group to address the issues of increasing and developing the range
and quality of vocabulary in the children’s writing and the range of sentence
structures they use.

Notes:

Returning to the self-evaluation grid

Reflect on your pre-course judgements on the self-evaluation grid — make any
amendments. Identify the action points to support the continued improvement in
the learning environment in your own school.

Post-course tasks

» Carry out a similar audit in your own school, ideally together with the
mathematics coordinator (use blank pro forma if helpful - Handout 3a.2).

* Share findings, and identify key issues arising, with headteacher/SMT/all staff.
* Prioritise and action plan to address issues and support changes in practice.

* Agree whole-school and subject-specific prinCiples re learning environment
with mathematics coordinator/headteacher/SMT/all staff.
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Handout 3a.1

School scenario

Details of the school and its community

Maney Lane Community School is a one-form entry primary school, with a 20 fte
place Nursery. ltis located in a muiticultural and multilingual inner city area, which
experiences high levels of deprivation. Over 60% of the pupils are entitled to Free
School Meals and 35% of its pupils are on the SEN register. Three children have
statements. Some 72% of the pupils come from homes where English is spoken
as an additional language. The majority of the ethnic minority pupils are of
Pakistani or Bangladeshi heritage.

Although end of key stage tests show that the schoot is under-performing when
compared with similar schools — (PANDA shows the school is graded C in reading
and writing at Key Stage 1 and E at Key Stage 2 English compared with similar
schools) the school data show that attainment in English is rising and pupils are
making good progress at Key Stage 1, but progress is less evident in Years 3

and 4.

The newly-appointed headteacher and the literacy and mathematics
coordinators — together with the deputy headteacher form the SMT - are keen to
ensure that there is good progress for all pupils across the key stages and this is
their major priority. They are committed to developing consistent and cohesive
whole-school processes and approaches to raising standards through quality
teaching and learning. There are concerns about the quality of the learning
environment and the SMT are addressing this as part of their school improvement
plan (SIP).

| he deputy headteacher and the literacy/mathematics coordinator have
conducted an audit of the learning environment and have had the opportunity to
visit lessons as part of the audit. This is the report they have produced for the
headteacher. The report is confidential at this stage.
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Managing the deployment
of additional adults

Module OHTs and briefing notes
Returning to the self-evaluation grid

Self-evaluation grid

* Where did you locate yourself on the grid?

* What evidence did you have for this judgement?

¢ What do think are your priorities for further development?

The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators

Notes:

Key principles and priorities

Principles

¢ All decisions on MDR are based on a clear identification of school priorities -
supported by national, LEA and school level data.

« Deployment of resources meet the needs of all children.

* All decisions related to MDR are an integral part of whole SIP and relate to key school
policies on inclusion, teaching and learning and equal opportunities.

The National Literacy

and Numeracy Strategies Literacy and mathematics coordinators
Notes:
7§ Literacy coordinator's handbook © Crown copyright 2002




Priorities

* Development of appropriate programmes of support to meet the needs of all children

« Organisation and grouping of children to ensure teaching and learning is as effective
as possible

*» Effective deployment of additional adults to meet teaching and learning needs
« Effective whole-school implementation of national intervention programmes

* Development of appropriate ‘follow on'/Wave 3 provision

The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators

Notes:

Objectives

Objectives

» Toidentify key elements in the effective deployment of additional aduits
+ To use a case study to evaluate the effective deployment of additional adults
* To decide priorities and plan the next stage of development

The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators

Notes:

Deployment of additional adults

Coordinators are going to look at a case study school and evaluate its approach
to the deployment of additional aduits. (Read the case study (Handout 3b.2 and
3b.3) and do the activity on Handout 3b.4.)

76 Literacy coordinator's handbook © Crown copyright 2002
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Activity ] :
« Identify key elements that have contributed to the effective deployment of additional
adults in School A.

Are there elements that have been missed out? How could the schoo! improve on its
approach to the deployment of additional adults?

.

» Using your completed grid (pre-course task), discuss the following:
- What additional adults are available in your school?
- Have all additional adults received appropriate professional development?
- What is the current pattern of deployment in your school?

- How do you work in partnership with those who have responsibility for deployment
of additional adults?

- How does the deployment of additional adults relate to school policies on inclusion,
teaching and learning and equal opportunities?

- Are all additional adults clear about their roles and are all teachers clear about what
these roles are?

- How do teachers and additional adults plan work and evaluate children’s progress?

- How do you contribute to the evaluation of the effective deployment of additional
adults?

- How could you contribute to more effective deployment of additional adults?

The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators

Returing to the self-evaluation grid

« Return to the self-evaluation grid and make any amendments.

* [dentify two action points to develop the effective deployment of additional
adults in school.

* Update the coordinator planner.

Notes:

Post-course tasks

e Share outcomes and key issues arising with SMT and other coordinators

« In partnership with those responsible for the deployment of additional adults,
action plan to address key issues to improve the deployment of additional
adults.

Notes:

77 Literacy coordinator's handbook © Crown copyrignt 2002
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Handout 3b.1

Module 3b: Managing the deployment of additional adults: Literacy

Handout 3b.1 Pre-course task
Please indicate on the grid below the type of support and current pattern of deployment for additional
adults in your school.”

Year Group

Type of support and current pattern of deployment for additional adults

Nursery

Reception

Year 1

Year 2

Year 3

Year 4

Year 5

Year 6

* Additional adults may include:
« EMAG teachers

+ NNEBs

+ Teaching Assistants

ERIC

Aruitoxt provided by Eic:
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Handout 3b.2

Key area: Management and deployment of resources
Module 3b: Managing the deployment of additional adults
School A

Characteristics of School A (2000/01)

Number onroll: 410
National average: 226
Two form entry: Nursery to Year 6

Percentage of pupils known to be eligible for free school meals
School: 35%
National average: 19.7%

Percentage of pupils speaking English as an additional language
School: 30%
National average: 5.2%

Percentage of pupils with special educational needs
School: 30%
National average: 23.2%

Percentage of pupils with statements of special educational needs
School: 2%
National average: 1.7%

Background

Schooi Ais an above average size schooiin an urban context (410 pupils).
Approximately one third of the children receive free school meals. About ten
languages are spoken and just under half of the children come from ethnic
minority backgrounds, mainly Vietnamese, Somali, Jamaican and Kosovan. The
school has a nursery and attainment on entry to school is beiow average. There is
high pupil mobility — about a third of pupils in Year 6 did not start Key Stage 2 in
the school. Following an Ofsted inspection in 1998 the schoo! was put into
serious weaknesses. At the time results at both Key Stages 1 and 2 were in the
lower 50% nationally.

The Ofsted report identified the following issues:

+ standards achieved by pupils required improvement;

* the quality of education provided by the school was unsatisfactory;
» the school’s climate for learning required improvement;

» the management and efficiency of the school was unsatisfactory.

The key difficulty identified was the lack of progress children were making in
English.

By the end of 1998 six members of staff had left, including the headteacher,
deputy headteacher and English coordinator. In 1999 a new headteacher took up

79 Literacy coordinator's handbock © Crown copyright 2002
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Handout 3b.2 cont

post. He appointed a new deputy headteacher, English coordinator and four
NQTs.

The new headteacher and senior management team immediately set about
establishing systems to raise standards to ensure that all children made progress.
A key priority was the implementation of a School Behaviour Policy. This was
agreed and established in all classes and ensured that a climate of learning could
be developed.

The English coordinator, supported by the SMT, was asked to establish the
following processes:

Systems to review progress and evaluate standards
Drawing together a range of data, e.g. baseline and national assessments to:

s develop tracking systems;

* inform target setting, planning and monitoring.

Tracking system

A system was established for tracking children’s progress based on value-added
data from baseline and key national assessments. This helped to develop a
coherent view of children’s progress across the school. In particular it helped to
monitor the achievement of specific groups of children, e.g. boys, EAL and able
children. In particutar, the tracking system contributed to the process of setting
and reviewing progress on numerical targets.

Monitoring teaching and learning

Teaching and learning was systematically monitored by the English coordinator
through lesson observations. Good practice and areas for development were
identified. Teachers were given appropriate advice and support to improve, for
example visiting a Literacy Expert Teacher (LET) at a local school to observe
guided reading and in particular to discuss the selection and organisation of
texts.

Sampling of children’s work
On a weekly basis teachers took five books and noted the following:

* NC reading and writing level;
* progress against their target.
Written feedback was provided to each child.

Children’s progress was further reviewed in phase groups on a half termly basis
and with the headteacher and coordinator on a termly basis.

Audit of staff training needs

Feedback from lesson observations and from performance reviews heiped to
identify key areas for professional development, i.e. all staff received training from
tocal EMAG Coordinator on NLS materials, Supporting Pupils Learning English as
an Additional Language and all TAs attended induction training on the NLS.

80 Literacy coordinator's handbook © Crown copyright 2002
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Handout 3b.2 cont

The school was in the first cohort of intensive literacy support from the LEA

(1998 - 99). Due to the school's circumstances at the time, the training and
support had little impact. In 2000 — 01 the school was identified as requiring semi-
intensive support. The SMT discussed the support required with the NLS
consultant and stressed the importance of Quality First Teaching (QFT) as a
priority. A range of central training was identified, e.g. Developing Early Writing
and Grammar for Writing. The NLS consultant was requested to provide class-
based support to the four NQTs on these specific areas.

Deployment of teaching assistants and additional adults

A system for the strategic deployment of TAs and AAs was introduced. Children
were to be given support for a fixed amount of time linked to an area of learning,
for exampie:

+ TAto provide additional support for those Reception children not at Stage 4
PIPs by end of their first term in Reception;

¢ SENsupport for a Year 2 child assessed at W level 1;
« EMAS support for children at English Fluency Stage 2;
+ Extension work for level 4/5 children in Years 5/6.

The content of the support was linked to NLS materials (PIPs, ALS, ELS) and to
areas identified from work sampling. A grid was devised (Handout 3b.3) providing
an overview of assessment levels and support for each year group and identified
groups.

Time was also planned for teachers and TAs to meet weekly to plan and to
evaluate progress.

The impact of support on children’s learning was monitored through the class
teacher’s sampling process and discussion with the English coordinator. It was
also monitored in termly progress meetings with the headteacher and through
teacher assessments and test outcomes.

This model mirrors the model of support exemplified in ELS and FLS programmes
for all children, and if appropriate followed by ‘second wave' support for a ‘catch-
up' group and Wave 3 individual planned support for children on SEN Code of
Practice.

Outcomes

The impact of this targeted support on children’s progress has been evident. In
September 2001 children achieved 80% level 4 and above. In 2001, the school
had a benchmark outcome of B when compared with similar schools, and Aon
prior attainment.

The attainment of boys has particularly improved. Feedback from a recent LEA
monitoring visit reported that ‘good results were the outcome of high
expectations, whatever pupils’ starting points, good quality teaching and learning
with an effective system for monitoring and evaluation'.
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Handout 3b.2 cont

Deployment of teaching assistants and additional adults 2001 - 02
(determined by needs of children, schoo! pricrities and availability of adults)

Assessment | Nursery |YR Y1 Y2 Y3 Y4 Y5 Y6
PIPs NN TA TA support for
support support for | identified
forPIPs | childrennot | children not
Stage 1 at Stage 4 at Stage 7
by end of by end of
first term Autumn term
or identified for
ELS
ELS programme
for identified
pupils (Spring).
Provided by TA
or TT student
English EMAS support/ | AsY1
Fluency spoken language
Stage 1
Stage 2 EMAS support/ | As Y1
spoken language
Stage 3 EMAS support/ | As Y1
spoken language
Stage 4 EMAS support/ | As Y1
extension
NCW L1 SENCO/TA SENCO/TA | SENCO/TA | SENCO/TA
support support support support
NC L1 See PIPs ALS SENCO/TA
support
NC 2c ALS
NC 2o ALS FLS
Additional
support from
TAorITT
student
NC 2a FLS
(as above)
NC 3¢ FLS
(as above) Booster
NC 3b Booster
NC 3a Booster
NC 4 Extension Extension
WOrk with work with
able pupils able pupiis
provided by | provided by
ITT student | ITT student }

82 Literacy coordinator’s handbook
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Handout 3b.3

Activity

|dentify key elements that have contributed to the effective deployment of
additional adults.

Are there elements that have been missed out? How could the school
improve on its approach to the deployment of additional adults?

Using your completed grid (pre-course task), discuss the following:
- What additional adults are available in your school?

- Have all additional adults received appropriate professional
development?

-~ What is the current pattern of deployment in your school?

- How do you work in partnership with those who have responsibility for
deployment of additional adults?

-~ How does the deployment of additional adults relate to school policies
oninclusion, teaching and learning and equal opportunities?

— Are all additional adults clear about their roles and are all teachers clear
about what these roles are?

- How do teachers and additional adults plan work and evaluate
children’s progress?

- How do you contribute to the evaluation of the effective deployment of
additional adults?

~ How could you contribute to more effective deployment of additional
adults?

83 Literacy coordinator's handbook © Crown copyright 2002
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Module

Planning for effective 75 minutes
professional development

Module OHTs and briefing notes
Objective for the module

This module is about teachers' ongoing professional development. The focus is
upon the fourth strand of the self-evaluation grid, ‘Professional development into
practice.’

Objective
To explore ways coordinators can plan, manage and deliver CPD to:

* create a climate
* identify needs
¢ support colleagues

The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators

Notes:

Self-evaluation grid

¢ Where did you locate yourself on the grid?

* What evidence do you have for this judgement?

* What are your emerging priorities for further development?

The National Literacy

and Numeracy Strategies Literacy and mathematics coordinators
Notes:
85 Literacy coorainator’s handbook © Crown copyrignt 2002
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National priorities for CPD
¢ To develop a whole-school learning community to sustain improving standards

¢ To establish a planned, coherent CPD programme which is responsive to individual,
school, LEA and national priorities

¢ To devlop a programme that leads to improvements in standards

¢ To establish mechanisms for monitoring and evaluating the implementation of the
CPD programme which inform future development

The National Literacy

and Numeracy Strategies Literacy and mathematics coordinators

Notes:

Introduction to activity

When planning effective CPD consider the following strategies.

Strategies for planning effective school INSET:

¢ Responding ¢ Challenging

e Appraising * Extending

e Supporting ¢ Resourcing

¢« Demonstrating « Negotiating

The National Literacy

and Numeracy Strategies Literacy and mathematics coordinators
Notes:
Notes:

* Responding to teachers’ own emerging priorities

» Appraising previous INSET and its effect on improving the quality of teaching
and learning

* Supporting colleagues in aspects of the teaching of mathematics and literacy
that staff have found particularly challenging

* Demonstrating pedagogy - particular aspects of the lesson

86 Literacy coordinator's handbook © Crown copyright 2002
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* Challenging assumptions in teaching, for example, informal methods of
calculation or the place of phonics teaching

¢ Extending teachers’ subject knowledge

¢ Resourcing the teaching of a particular area of mathematics or literacy, for
example, providing guidance on how to make best use of a set of OHTs to
teach children how to read different scales correctly in mathematics

« Negotiating a whole-school approach, for example, to the teaching of
subtraction, or how teachers mark children’s writing

* Evaluating the impact of professional development

Notes:

Points for action

* Reflect on your pre-course judgements - amend as appropriate.

¢ Confirm your priorities.
* Identify two things that you would want to implement to develop CPD in your school.

The National Literacy
and Numeracy Strategies Literacy and mathematics coordinators

Key points for action:

87 Literacy coordinator’'s handbook © Crown copyright 2002
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Handout 4a.1

Literacy scenarios
Literacy scenario 1: Improving teachers’ subject knowledge

Focus: Reading: analysis of text to support teaching and learning

In terms of learning outcomes across the school, the coordinator has analysed ongoing teachers’ assessments
of reading and results of optional and national tests. This analysis shows that generally children underachieve
on questions which require responses at inferential and evaluative levels. At Key Stage 2, responses to
questions which require an understanding of authorial intent are particularly weak.

Scrutiny of planning, observation of lessons, classroom displays and an overview of resources suggests that
there is an issue with teachers’ knowledge and selection of texts and their understanding of authors’
technigues.

There are pockets of good practice across the school but practice overall is inconsistent.

The coordinator and SMT have decided to address this issue as a major focus of their CPD programme this
year. As part of this programme, there will be a half day of professional development involving all staff.

Outcomes
Allteachers have been supported in their selection and use of appropriate texts and have developed a greater
understanding of how texts work and how the teacher’s text choices influence learning.

Literacy scenario 2: Using assessment data to inform future planning

Focus: Using data to inform curricular targets for future learning

Currently teachers have a wealth of data available but there is little use of that data to inform planning and
teaching. The head and coordinator are keen to introduce the idea of curricular targets to support whole-
school planning and progression and to ensure that teaching is targeted to learning needs.

Outcomes

Teachers understand and are able to set appropriate curricular targets for their children. They are clear about
how they can make the most effective use of the target setting process to set curricular targets, plan teaching,
monitor children's progress and identify future learning needs.

Literacy scenario 3: Improving the quality of teaching

Focus: Teachingin the plenary

There has been a systematic programme of classroom observation and scrutiny of work across the school.
Evidence suggests that the quality of teaching during the plenary is an aspect of the Literacy Hour that needs
improving in Most classrooms.

This finding mirrors national evaluations of the National Literacy Strategy by HMI and Ofsted.

In discussion with the coordinator, teachers express a lack of understanding of the purpose of and rationale for
the plenary. They also express concerns about the management, organisation and outcomes of this part of the
lesson.

Outcomes

Teachers understand the purpose of, and rationale for, the plenary. They understand the range of teaching
strategies that can be employed and the learning skills being developed. They feel supported in addressing the
management and organisational aspects of the plenary.
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Mathematics scenarios

Mathematics scenario 1: Improving subject knowledge and the quality of
teaching and learning

Focus: Shape and space

Following a series of lesson observations the coordinator has identified some teachers who are less confident in
teaching shape and space. Properties of shapes and the correct use of mathematical vocabulary are particutar
aspects where teachers need support.

The coordinator and teacher have decided to address this issue as a major focus of their CPD programme this
year. As part of this programme, there will be a half day of professional development involving all staff.

Outcomes

Share a clear understanding of the expectations and progression in shape and space linked to the Framework.
Teachers have a better understanding of the properties of shape and associated vocabulary. Observations of
mathematics lessons indicate a clearer purpose and variety when teachers are teaching shape and space.

Mathematics scenario 2: Using assessment data to inform future
planning

Focus: Assess and review days

Teachers throughout the schoo! are following the medium-term plans from the Framework. During the assess
and review days the coordinator notes that they simply carry on with work from the previous week. At a recent
staff meeting teachers said that they were unsure of how they should plan for the assess and review days and
what assessment information they should use, collect and record.

Outcomes

Teachers are clear about how they can make most effective use of the assess and review days and how they
can be used to assess children’s learning and identify what needs to be taught next. Observations of
mathematics lessons indicate a clearer purpose and variety in assess and review lessons.

Mathematics scenario 3: Improving the quality of teaching

Focus: Teaching in the plenary part of the lesson

There has been a systematic programme of classroom observation and scrutiny of work and evidence
suggests that the quality of teaching during the plenary is an aspect of the mathematics lessons which need
improving across the school.

This mirrors national evaluation of the Numeracy Strategy by HMI and Ofsted.

In discussion with the coordinator, teachers express a lack of understanding of the purpose and focus of the
plenary. They also express concerns about planning, management, organisation and outcomes of this part of
the lesson.

Outcomes

Teachers are clear about the purpose of the plenary and its value in providing an opportunity to assess pupils’
progress and identify what needs to be taught next. They recognise the need to plan the plenary and ask
children key questions that relate to the objectives for the lesson. Observations of mathematics iessons
indicate a clearer purpose and variety in the plenary part of the lesson.

Mathematics scenario 4: Improving teachers’ subject knowledge

Focus: Methods of calculations
The coordinator has focused this term on the teaching of the progression from mentai to written calculations.

89 Literacy coordinator's handbook © Crown copyright 2002



Handout 4a.2 cont

Years 3 and 4 teachers are moving children too quickly to more formal methods of calculation. Overall there is
not a clear view of progression from mental to written methods of calcuiation, particularly in subtraction and
division. At a recent staff meeting some teachers said that they thought children were being moved on too
quickly to decomposition as a written method of subtraction and many children had little understanding of the
formal methods they had been taught.

The headteacher, having attended a national headteachers’ conference on mathematics, has asked the
coordinator to check that there is clear progression throughout the school in the teaching of the progression
from mental to written calculations and the ways in which children apply these strategies.

Outcomes

Teachers have a clear understanding of the progression from mental to written calculations and the implications
for what needs to be taught at each stage. Children display a clear understanding of the written methods of
calculation that they have been taught. Throughout the school children can select and use an efficient method
they have been taught when carrying out a calculation. Observations of mathematics lessons indicate that
there is a clear progression in the teaching from mental to written methods of calculation and children can apply
what they have been taught.

Mathematics Scenario 5: Improving the quality of teaching

Focus: Developing AT1 in mathematics

The coordinator has seen little planning for AT1 in mathematics and when observing lessons has been
concerned at the limited extent to which children's problem-solving skills are being developed. The staif are
unsure about how they should incorporate the three strands of AT1 (communication, reasoning and problem
solving) into their teaching. They have agreed that the next mathematics training sessions are to address AT1.

Outcomes

Teachers are better able to incorporate AT1 into the daily mathematics lessons. Their planning draws attention
to how they intend to promote and develop children’s communication, reasoning and problem-solving skills.
Teachers are more conflident at asking chiidren guestions that require reasons and justifications and that extend
children’s ability to sustain a mathematical argument. There are more lessons observed where children are set
problems that require them to use and apply the mathematics they have been taught and the teachers
recognise where to ask ‘What if ...?" questions that challenge different groups of children. Standards in AT1
show a significant improvement over time.

Mathematics Scenario 6: Improving the quality of teaching

Focus: Raising expectations

The school is convinced that those children who should achieve level 4 or above at the end of Key Stage 2 are
not all doing so. The school has not been involved in the piloting of the unit plans but has recently been told
about them and wants to use them next year with a view to raising teachers’ expectations. A key area for
development is the use of questioning in the lesson to challenge children and help them to explain their ideas
and strengthen their reasoning skills. Children are better at tackling the routine and familiar work them
mproving the new and unexpected.

Outcomes

The unit plans are guiding teaching and teachers’ questions for children are a key feature of planning. Children
are challenged and expecations are higher. Children are better at articulating their thoughts and can record their
explanations more efficiently. More children appear to be en route to achieving at level 4 or higher.
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Section 4 - Supporting information

The National Literacy Strategy

This section of the handbook provides an overview of key national materials and
resources which have been developed to support the delivery of the National
Literacy Strategy. It also reiterates the key priorities for the Strategy for 2002-03.

The content of this section has been placed on the CD-ROM which accompanies
this material. Other important documentation and supporting material can be
found at www.standards.dfes.gov.uk/literacy.

Below, you will find a list of a number of key NLS documents available on the CD-
ROM. You may wish to downioad selected documents as hard copy to store in
this file or work directly from the CD-ROM and/or website. For further details on
how to access the material, please refer to the CD-ROM.

Alongside the NLS-produced materials you may wish to include within this
section key relevant school and LEA documents to support your work in school.

NLS priorities for 2002-04
= Continued focus on the teaching of writing

= Continued training in Progression in Phonics and Spetlling bank materials
= Improving leadership and management
Introducing the Further Literacy Support Programme

Consolidation and expansion of Early Literacy Support and Additional
Literacy Support programmes, together with promotion of adequate
provision for Wave 3 pupits

Improving the teaching of reading, particularly Guided Reading at Key Stage 2

Developing training and dissemination to address specific local needs,
including building locat capacity through literacy expert teachers and
headteachers

NLS documents which can be accessed on the
accompanying CD-ROM

Additional Literacy Support

Developing early writing

Early Literacy Support Programme: session materials for teaching assistants

Early Literacy Support Programme: materials for teachers working in
partnership with teaching assistants

+  Early Literacy Support: top-up sessions
Grammar for Writing
Grammar for Writing: leaflets

Guidance on the organisation of the National Literacy Strategy in Reception
Classes
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« |CT in the literacy hour: whole-class teaching
> Introduction to Further Literacy Support Programme
= Literacy Coordinators’ professional development day — handbook
NLS Framework for teaching: Year R to Year 6
NLS glossary of terms
NLS Review of research and related evidence
NLS: The third year. An evaluation by HMI
Progression in phonics: CD-ROM
+  Progression in phonics: materials for whole class teaching

« Spelling bank: list of words and activities for the Key Stage 2 spelling
objectives

Supporting pupils with special educational needs in the literacy hour
+  Supporting pupils with English as an additional language

Target statement for reading

Target statements for writing

= Teaching Assistants in Primary Schools: An Evaluation of the Quality of their
Work (HM!)

Teaching speaking and listening in Key Stages 1 and 2
Transition Units
Watching and Learning 2

Working with gifted and talented children: Key Stages 1 and 2 English and
mathematics

Working with teaching assistants: a good practice guide
Year 6 planning exemplification: books 1-3
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