
Burrowmoor Primary School 

Key Stage One Policy 

 

Routines 

To ensure consistency across the four classes, the following routines are established and 
followed by all teachers in Key Stage One. 

Morning Routines: 

Children enter the classroom through the fire door at 8.40.  From Autumn 1 of Year 1, 
children are expected to come in without their parents and organise their own equipment.  
Children are expected to empty their bookbag and place their books in the appropriate 
basket.  There will then be an activity for the children to get on with, this is usually reading 
on the carpet area. 

Reading Routines: 

Bookbags are sent home three times a week.   

Bookband Texts - On a Monday and Wednesday children select a text from their current 
bookband level.  This process is monitored by the class teacher to ensure that children are 
not taking the same book each time.   To ensure that children are on an appropriate 
bookband level these are reviewed each half term.  Children read a few pages of the next a 
book from the next bookband level to the teacher to see if they are ready to move forward.  
This ensures that children are being challenged and their reading is moving forward and 
also makes it apparent which children may require extra support as they are not 
progressing as they should.  

Oxford Reading Tree - On a Friday, children take home an Oxford Reading Tree book.  
These are selected by the teacher on a Monday and kept in a basket in the classroom with 
the child‟s bookmark in so that they are readily available for individual reading interviews 
with the teacher; to be used by parent helpers and for quiet reading sessions.  Oxford 
Reading Tree books are selected by the teacher only as it provides an opportunity to review 
the stage the children are reading.  Children move through the stages as appropriate to 
their reading progress.  This means that they may not read every book on each stage.  If 
children have completed a stage and are not yet ready to progress to the next one, they 
may be moved to a parallel scheme such as Story Street. 

Reading Sessions - Both guided and individual reading sessions occur in KS1.  In Year 1 
children will have two guided reading sessions a week, one with the class teacher and one 
with the teaching assistant.  In Year 2 children will have one guided reading session each 
week and this will take place with the class teacher.  These sessions are an opportunity to 
teach reading skills, assess skills and discuss the individual targets that the children are 
working on.  Guided reading groups are continuously reviewed to ensure that the groups 
are matched in ability and as an opportunity to monitor progress.  Guided reading sessions 
are recorded on guided assessment sheets and also with a stamp in reading diaries.  
Guided reading sessions take place outside of the literacy lesson.   Individual reading 
sessions are an assessment opportunity to identify the appropriate ORT stage the child 
should be reading.  These occur on a rolling programme so that all children receive at least 
one individual reading session with a teacher in a half-term.  If a child needs further 



individual reading practise a focus group can be given to TA or parent helpers.  It is also 
particularly helpful if the children are heard by one of these adult the week that they move 
to a new ORT stage. 

Reading Targets – Targets are changed as the children achieve the third T on them.  They 
are then given the next target appropriate to them.  The reading targets are not arranged in 
any hierarchical order within each level.  In addition to this, teacher‟s review all children‟s 
reading target at the end of each half-term to ensure that they are appropriate to the level 
that the child is working at.  Reading targets are used as the basis for all individual and 
guided reading sessions and through teaching we ensure that the children are clear about 
what they will need to do to achieve this. 

Writing Routines: 

Children take part in writing activities both in and out of literacy lessons.  The layout of Year 
One classrooms includes a writing area to enable free writing to occur.  Letter cards, high 
frequency word cards and dictionaries are available to support the children with their writing 
as well as their personal portfolios in Year Two.  From Summer Term of Year 1 it is 
expected that the children will use cursive writing.  To promote this, handwriting pencils can 
be given out once a child is using cursive letters confidently in Year One and when they are 
starting to join letters in Year Two. 

Guided Writing – In KS1 all children will have at least one guided writing session and this 
may take place either in or out of the Literacy session.  These may take place with either 
the teacher or the teaching assistant.  These sessions are differentiated and are an 
opportunity to teach writing skills, assess skills and discuss the individual targets that the 
children are working on.  Guided writing groups are reviewed at the end of each half term to 
ensure that the groups are matched in ability and as an opportunity to monitor progress.  
The sessions are recorded on guided assessment sheets.   

Writing Targets – Targets are changed as the children achieve the third T on them.  They 
are then given the next target appropriate to them.  Like the reading targets they are not 
arranged in any hierarchical order within each level.  In addition to this, teacher‟s review all 
children‟s writing target at the end of each half-term and when levelling any independent 
writing to ensure that they are appropriate to the level that the child is working at.  Children 
are asked to get their writing target out at the beginning of any session where they are 
writing, both in independent work and guided sessions.  It may be necessary to remind all 
children of their target before beginning teaching. 

Homework: 

In addition to reading books, Literacy and Maths homework is set each week in KS1.  This 
may take the form of spellings to learn, a game to play or an activity sheet.  Homework is 
set on a Friday.  In Year 1 these are suggested activities that are chosen to support the 
work completed in class and to inform the parents of the work completed.  In Year 2 the 
expectation increases in preparation for KS2 and homework is to be returned by the 
following Friday.  This is checked and marked by the class teacher.   

 

 

 



Key Stage 1 Behaviour Policy 

In Lower School the behaviour policies in place relate to the school ideology of recognising 
and rewarding good behaviour not just monitoring any breaking of the rules.  We recognise 
the importance of explicitly teaching the children about good behaviour and the importance 
of taking responsibility for our own actions.  Clear expectations are set out and we ensure 
the children are aware of the rewards for adhering to these and the consequences for not 
following these.  For example, each school rule is taken as a focus for a week to explain to 
the children exactly what this means.  This is to ensure that the children have a thorough 
understanding of the expectations and are equipped with examples to illustrate how they 
can meet this.   

The use of the Reward boards follow on from Reception and are adapted to suit the ages of 
the children in Y1 and Y2. 
 
Y1 – Rainbow Reward – Children begin on the middle of the board (Green) and can move 
up or down depending on their behaviour.  If they move up to Silver they are rewarded with 
a sticker and if they move up to Gold they have a sticker and a stamp on their chart.  After 
ten stamps on their chart they receive a certificate in Assembly.  If children move to Red 
they lose five minutes of their Golden Time (Free Choice activities on a Friday afternoon). 
 
Y2 – Reward Board – The reward is split into zones, as the Rainbow Reward board is, but 
also has a number of minutes relating to Golden Time.  The children start at the top of the 
Board with 30 minutes of their Golden Time.  Good behaviour means that they keep all of 
their time but poor choices mean that they can lose time in increments of 5 minutes as they 
work their way down the board.  Children can earn their time back by making the right 
choices from then on.   
 
Y2 also have Star tickets which they receive for behaviours such as tidying up quickly and 
efficiently or answering a question correctly.  These tickets are collected up and two names 
are drawn out of the pot at the end of the week.  These two people become “Stars of the 
Week” and get to carry out the jobs such as taking the register and handing out equipment. 

 

Individual reward charts may be used with particular children to support their needs and 
address any issues with areas of their behaviour.  This may take the form of: 

 Reward chart that records child‟s progress to a particular behaviour target.  This can 
be based on an area of interest to the child and should clearly state the objective and 
the child should be encouraged to record themselves 

 As above, but using a token system to work towards the individual target.  Child can 
then either collect tokens for a reward, or if working in conjunction with the parents 
can be sent home to keep them informed of child‟s successes. 

 Social skills stories are also used with individuals to develop their awareness of the 
expectations upon them. 

If children do not adhere to the Golden Rules, the sanctions section of the school behaviour 
policy is followed.  After the name on the board for the fourth time in one week, or if a child 
has hurt someone, their name is entered into the thin ice book.  This serves as a record of 
behaviour and also provides an opportunity for the unit leader to talk through their 
behaviour with the child and offer ways to improve the situation.  If a child‟s name is entered 



three times in a term, in conjunction with the class teacher and head teacher the unit leader 
would then arrange a meeting with the parents to find a way to improve the situation. 

Each KS1 classroom has a thinking chair, where children can be placed if they need time 
out of the classroom.  They are placed here for a maximum of five minutes to think about 
their behaviour and then should be encouraged to rejoin the class.  If they are unable to do 
this, they can be removed to another class, usually the unit leader.  Positive Handling 
triangles can be sent to the office if additional support is required. 

At playtimes, there is a designated classroom where children can be sent if they are 
breaking the rules or behaving dangerously.  Each teacher has a classroom duty where 
they help to manage this system. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Teacher Assessments 

Teacher assessment for reporting at the end of Year 2 is based upon evidence of 
achievement and progress across both Year 1 and Year 2 as well as the results of tests.  
To enable the teacher to make informed decisions about the level of each child, the 
following assessment processes are in place: 

 Guided reading and writing assessments completed for each session 

 Use of reading and writing targets, changed by the class teacher as appropriate to 
the child, to show progress through levels and to indicate next steps.  These are 
reviewed half-termly to ensure that the current target appropriately reflects the child‟s 
level. 

 Maths assessment sheets and assessed investigations 

 Teacher and TA guided notes and observation from shared work completed for 
Literacy and Maths 

 Pieces of independent writing, levelled using the APP mark scheme.  

 Reading diaries showing records of guided reading (two per week in Year 1, one per 
week in Year 2) and entries for individual reading interviews (at least 1 per half-term 
for each child) 

 Phonics and Bookband progress completed each half-term 

 Salford reading tests completed in the autumn and summer term 

 Annotated examples of children‟s work, exhibiting current level 

As a moderation process, and to enable the teacher‟s to make an informed assessment of 
all children, a sample group of 3 children from each Year 1 and Year 2 class is established.  
This is made up of one child from each ability group.  Each half-term a unit meeting is 
devoted to looking at the evidence for each of these children and deciding together on the 
level they are currently working at.  This allows moderation across the unit and provides a 
bench-mark against which other children can be compared.  For these target children other 
evidence may need to be collected to help inform decisions.  This could include PM 
Benchmarking and completion of the Key Objective cards for maths.   Following the 
moderation process, agreed levels are recorded on a tracking sheet and then this 
knowledge is used to identify target groups who require Teaching Assistant time.  The 
process of collecting evidence is also useful in preparation for moderation meetings/ visits 
from county as part of the KS1 Teacher Assessment process at the end of Year 2. 

 

Groupings 

As far as possible children sit boy –girl at their places in each of their groups.  Throughout 
the day they work in a number of different groups 

Mixed Ability Groups: Children have „theme groups‟ that they sit in when they arrive at 
school and for all lessons except Literacy and Numeracy.  These are mixed ability groups 



and are changed each term to enable the children to work with a wide range of children 
which changes as appropriate. 

Literacy Groups: Children sit in groups based upon their writing ability.  When completing 
guided reading, children are called from their different groups to work with the teacher/TA.  
Reading and writing groups are reviewed half-termly to ensure that children are working in 
the appropriate place. 

Maths Groups: These groups are based upon maths ability.  As with the Literacy ability 
groups, these are reviewed each half-term to ensure they are still appropriate. 

Carpet Partners:  Each child has a carpet place, decided by the class teacher.  The 
children have a designated carpet partner that they work with.  These are changed each 
term so that the children have a balance of working with same ability/mixed ability/same 
gender/mixed gender. 

 

Budget and Unit Order 

The unit leader organises an audit of stock each term.  The unit teaching assistants are 
experienced at this.  An order is then established, based on the essential item list and then 
on the „wish list‟ of staff.  All orders must be submitted to the office on school order forms.  It 
is essential to ensure that there are adequate funds available within the unit budget to 
complete the order.  Information on remaining balance can be obtained from the school 
business manager. 

When the order arrives it is the responsibility of the unit leader to allocate stock to the 
classes and arrange shared resources.  It is important to state the time scale the stock is 
expected to last to those receiving items.  Within the unit, all members of staff take 
responsibility for maintaining resources and for economical usage. 

 

Unit Expectations 

Within lower school, there is a shared expectation that we have a responsibility to develop 
the children‟s independence, both in learning, social skills and taking responsibility for 
personal belongings.  Therefore, all members of staff encourage children to put their own 
equipment away, put jumpers/fleeces in their drawers or on pegs when they are removed 
and to generally complete all everyday tasks for themselves, where ever possible.  At 
playtime, children are encouraged to deal with issues for themselves.  Part of this may 
involve an adult talking through the incident with the child to help them recognise how to 
assert themselves.  Although adults are always happy to talk with the children, we 
recognise that playtime is an important social time for them so we encourage children to 
join in with games rather than staying with their teacher.  All classes have strategies which 
promote independence in learning.  Children are made aware of when their teacher is busy 
with a guided group and they should not interrupt.  Systems are in place to enable the 
children to work independently.  These are specific to each class and mainly revolves 
include provision of resources (such as number lines, high frequency word cards, word 
banks, dictionaries) and systems for asking for help.  All adults who come to work in the 
unit, including work experience students are made aware of these aims.   



Children are expected to complete a task within the time set.  Clear expectations are given 
at the beginning of each session so that the children are completely aware of what they 
must do.  Children who have not met these expectations may be asked to carry on at 
playtime or in persistent cases, work may be sent home.   

The aim in KS1 is to get the children using a fluent, cursive script.  In Year 1 the cursive 
script is taught through the year.  In Year 2 children should be reminded about using 
cursive letters and be beginning to join by the end of the year.   

 

Reporting to Governors 

The Key Stage One Unit Leader will attend School Effectiveness Governors meetings each 
term to report on the progress of the children in both year groups.  In preparation for this, 
they may be asked to provide a written report.  These are discussed at unit meetings 
beforehand to ensure that all members of the team have input and to provide accurate 
information.  Any relevant information from the School Effectiveness Meeting can then be 
disseminated at a later unit meeting.  The Unit Leader will be asked to report on issues 
such as target setting, any underachievement, interventions taking place and results. 

 

 

 

 

 

 

 

 

 


