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Books: Layout, Organisation and Presentation Statement [V3]

PURPOSE:
The purpose of this statement is to ensure a consistently high standard of the presentation of children’s learning across the whole school which all children and staff recognise, understand and follow.  The statement is to be used in line with other teaching and learning policies.

RATIONALE:
Children’s books are can enhance the learning experience for pupils when it is used appropriately with a range of other teaching and learning strategies. Children demonstrate progress using the book and teachers can use it to identify next steps or misconceptions. A consistent approach towards the most effective use of children’s books is an integral part of sustained school improvement in effective teaching and learning. 

Children’s books reflect a child’s progress over time, they also reflect the quality of teaching over time. It is therefore essential that each is responsible and accountable for each child in their class, this includes all aspects of children’s learning including their books. Books will demonstrate the child’s learning journey, often this will span year groups to support the child in reflecting and revisiting learning and to support the practitioner in identifying prior learning, application and next steps;

The children’s books are a reflection of our high expectations that each child will achieve their full potential. We should expect that each book demonstrates each child’s best. 
We aim to:  
· Set high standards of expectation for the children in the presentation of their learning. 
· Instil in the children a sense of pride in their learning by supporting their understanding of the  presentation in their learning. 
· Help children to realise that presentation is not more important than the content of their learning, but that it is an important aspect of their learning. 
THE PURPOSE OF CHILDREN’S BOOKS:
· To provide formative feedback to children so they can make sustained progress. 
· To provide a record of the application of learning and progress. 
· To facilitate communication between the teacher and child. 
· Where the child can demonstrate their skills, knowledge and understanding. 
· An assessment tool (formative but also summative in some cases). 
· The development of literacy skills, use of full sentences and appropriate key words or phrases.  

RECORDING LEARNING IN BOOKS
Use of floor books - Floorbooks are part of the Talking and Thinking Floorbook Approach as developed by Claire Warden (1994) in her book Talking and Thinking Floorbooks (3rd ed, 2015). A Floorbook can be used as a document which records children’s ideas and thoughts when they have been part of the planning process. The Floorbook is a way of documenting the consultation process that takes place between adults and children as the learning develops. Floorbooks can be used across the school, they are used in the Foundation Stage and  Year 1 to evidence curriculum subjects and learning sequences across the year, demonstrating skills, knowledge, concepts and understanding. 

Floorbooks reflect children’s experiences through:
· annotated photographs, 
· the focus for learning / context / experiences / opportunities, 
· children’s drawing and writing linked to the experiences to demonstrate thinking, ideas, suggestions, predictions, links in learning, 
· comments made by children, observations, new vocabulary, suggestions, questions, explanations;


Use of curriculum books in Year 1 – Each child has a curriculum book in Year 1, this evidences curriculum subjects and learning sequences across the year, demonstrating skills, knowledge, concepts in curriculum subjects. The curriculum book will include children’s:
· annotated photographs, 
· the focus for learning / context / experiences / opportunities, 
· children’s drawing and writing linked to the experiences to demonstrate thinking, ideas, suggestions, predictions, links in learning
· comments made by children, observations, new vocabulary, suggestions, questions, explanations;

Individual curriculum books – In each Key Stage children have a maths and writing book to record learning, evidencing learning sequences, application of knowledge, skills, concepts and understanding. These books are matched to the children’s stage of development in their recording and mark making. 

As the children progress into Year 2 they have a curriculum book for each subject area, evidencing learning sequences, application of knowledge, skills, concepts and understanding. These books will include:
· annotated photographs, 
· the focus for learning / context / experiences / opportunities, 
· children’s drawing and writing linked to the experiences to demonstrate thinking, ideas, suggestions, predictions, links in learning, 
· comments made by children, observations, new vocabulary, suggestions, questions, explanations;

SUPPORTING CHILDREN’S UNDERSTANDING OF EXPECTATIONS
Teachers will ensure that presentation of work is actively taught as it will not ‘just happen’. It should be a main focus at the start of each academic year and then be referred to throughout the year. Teachers should take the time to support the children in understanding the expectations. All staff working with children have responsibility for encouraging children to take pride in their learning.
Where possible, all staff should ensure that presentation is celebrated through: 
· Displaying learning 
· Celebrating learning with the individual and class 

All classrooms are expected to display learning which models the expectations for setting out learning, in written learning, and in maths books, together with the expectations for presenting learning well. 
 
Teachers are expected to model setting out work at the beginning of the year, when new topics are introduced, or when work that is significantly different in terms of what is required for setting out is first introduced. Teaching of layout and how the work should look needs to be integral to the teaching of the content. 

EXTERNAL APPEARANCE OF BOOKS:
· The books will be the agreed format, providing continuity, consistency and progression across the school;
· The font used will be Monster Phonics;
· A printed sticker will be placed on the front of each child’s book, to include their name, the subject and year group/s or Key Stage the book spans;
· Where a child has a new book, a new sticker will be placed on the cover, to include their name, the subject and year group/s or Key Stage the book spans.
· Widgit symbols will be used to show the subject, these will match the visual timetable for the class and provide continuity across the school;
· In Key Stage 1 (where practicable) and Key Stage 2, each book has a plastic book jacket;
· Where a child has a new book, a new jacket is placed on the book;
· Books will not be labelled with the child or teacher’s handwriting;
· Covers of books should be clean. They should not be written or drawn on;

INTERNAL APPEARANCE OF BOOKS:
· The Writing Marking Code will be placed on the inside cover of each writing book;
· Where a child starts a new writing book the Writing Marking Code will be placed on the inside cover;
· The Maths Marking Code will be placed on the inside cover of each maths book;
· Where a child starts a new Maths book the Maths Marking Code will be placed on the inside cover;
· At the start of the academic year a printed ‘learning commencement’ sticker is placed on the right hand page of the book, identifying: the year group the learning relates to and the commencement date e.g. Learning Commenced Year 3 September 2022;
· Where a new book is started mid year a printed ‘learning commencement label’ is placed at the start of the book identifying: the year group the learning relates to and the commencement date e.g. Learning Commenced Year 3 February 2022;
· Care should be taken to demonstrate to children good habits for taking care of their books. Teachers should consistently model good habits of neatness;
· Children should not doodle or draw pictures in their books unless they are clear illustrations relating to the work done that lesson;

CHILDREN WITH SEND:
· Where appropriate due to individual need, children may be provided with a plain book, a book with an increased line width or an alternative coloured paper to support their recording. Wherever possible the books will have the same coloured cover as those of their peers;
· There is a marking code which can be used to support children with SEND at Key Stage 2; 
· On occasion a decision will need to be made to personalise the presentation expectations for a child who has such specific needs that these expectations could be a barrier to their progress;

SHARING OF BOOKS:
· Books will be shared with colleagues at regular intervals as part of information sharing, whole school and phase development and pupil conferencing 

BOOK STORAGE AND ORGANISATION
· Avoiding books getting tatty corners and bent-up edges is important. 
· Books should not be kept on their tables. 
· There must be alternative other places for them and all other resources so that tables can be cleared easily.
· Children should not fold books over to write. 
· Teachers should ensure that children have enough space at their tables. 
· It is especially important to consider the possibility of left-handed writers banging into right-handed writers and seat children accordingly. 

USE OF WORKSHEETS
We encourage independence and creativity based on a commitment to supporting the learning of each child. Children should be taught how to present their work in different ways, increasing in complexity as they progress through the year groups. When proficient, they should usually have some degree of autonomy over how they present their work. In the main, they should be writing their own work, setting it out neatly on the lines on the pages. Occasionally teachers may need to model or scaffold some setting out, or provide a guide, eg a graph or table. At such times teachers may wish to provide a sheet that will be stuck into the child’s book. 

Where work has been completed on sheets, it as a result of the teacher identifying this is the most effective way of meeting the learning intention:
· Will be stuck into exercise books in chronological order;
· Sheets will have the date and learning intention written or printed on them;
· Sheets will be trimmed to size and will not stick out of the book;
· Sheets will be stuck into books in a way which reflects care and respect for the child’s learning
· There should be a balance between children’s own writing in books and the use of work/ activity sheets.

Some points to note:
· Worksheets with boxes for writing or lines drawn may limit the amount and quality of children’s writing  
· Worksheets limit the child’s ability to learn to set out their own work
· The use of work-cards or prompt sheets are preferable  at times to work-sheets (in this way they support rather than scaffold and at times limit the child’s responses) 

The Marking Code
· Is placed in the inside cover of the child’s writing books at Key Stages 1 and 2;
· A laminated copy of the marking code will be available for each child at Key Stages 1 and 2 to support curriculum learning;

Statutory Spelling lists, including High Frequency Words
· Foundation and Key Stage 1 will have Monster Phonics resource cards including high frequency word cards printed, laminated and available for children. Children will be directed to the appropriate card to support them;
· Key Stage 2 children will have statutory spelling lists and high frequency word lists stuck into their writing book. These lists will also be accessible as printed, laminated resources for use in other curriculum subjects. Children will be supported in using the appropriate resource;
· Children with SEND will be directed to the appropriate resource card to support them, which will be printed and laminated;
· The school uses Monster Phonics as the chosen SSP, the phoneme – grapheme correspondences are on display in every class. Children will be supported in accessing resources in making appropriate spelling choices;

Use of Pen
Children in Upper KS2 will use a combination of pencil and blacks pen to complete work, one they have a consistent cursive script. The teacher will decide which is the most appropriate depending on the task i.e. note taking, drafting, final copies. It is the responsibility of the teacher to ensure that adequate opportunities are given to support a fluent and consistent style of handwriting

[bookmark: _GoBack]Pens must be fibre tip or free-flowing ink. No biros or felt pens should be used.
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