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Wester Cleddens and Enhanced 
Learning Resource 

 

Writing Policy 

Introduction 

The purpose of this document is to provide staff with practical advice on the teaching and 

learning of writing and grammar within Wester Cleddens and the Enhanced Learning 

Resource (ELR). In this document, you will find clear guidance on how to teach, plan, mark 

and assess pieces of work  

There is also guidance about the teaching of grammar within Wester Cleddens and ELR with 

reference to our progressive planners from Early to Second Level. 

 

Planning 

 Class teachers should plan a minimum of two writing lessons per week. 

 One writing lesson should have a clear writing focus and the second writing lesson should 

be cross-curricular based i.e. a science report. 

 In Primary 1 and 2, children should be provided with opportunities to write daily as well as 

participating in teacher led writing sessions. This can include providing opportunities for 

children to ‘have a go’ through play, VCOP activities, role play and active spelling 

activities. This can be evidenced through photographs or videos, where appropriate. 

Children in Primary 1 and 2 should be writing ‘News’ (Recount) every week. 

 There are writing planners for Early – Second level with specific success criteria for each 

genre. Class Teachers should highlight the genres that they are covering per term in the 

class forward planners. 

 Teachers should record on their writing planner, the titles of the pieces they intend to 

teach per genre per term however, titles maybe responsive so you might not know prior to 

planning. Class Teachers should also record the titles of the pieces of work that they intend 

to assess per term. 
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Big Writing 

As a school, we use many aspects of the ‘Big Writing’ approach. Children are familiar with 

the ‘VCOP’ aspects of writing and a multisensory approach is used to help embed this across 

the curriculum. Each aspect of VCOP has an assigned colour and children are shown 

through teacher modelling, how to highlight their writing in relevant colours to show their 

usage of the aspects of VCOP in their writing. 

 

Class Teachers’ should provide the opportunity and model to pupils how to ‘uplevel’ a piece of 

writing work using the aspects of VCOP. This is in order to further develop children’s editing 

skills and to add depth to their writing. 

 

 

 

 

 

 

VCOP Class displays 

Each classroom should have a VCOP display for children to refer to when undertaking any 

writing. This should be referred to during writing lessons to remind children of the features 

of writing through the use of the appropriate Vocabulary, Connectives, Openers and 

Punctuation. Children should have access to vocabulary mats where required 

All classes should also have access to highlighters to allow children to identify vocabulary, 

connectives, openers and punctuation in accordance to the colour coding shown above in their 

writing or a given text. 

There are interactive Big Writing resources on the computer network under the folder entitled 

‘Students’. In here are warm up games that can be used as an introduction to a writing 

lesson. You can choose from either the ‘Big Writing Game’ or ‘VCOP Games’ programmes. 

Vocabulary in Red    Connectives in Green 
(Pink Highlighter)   (Green Highlighter) 
 
Openers in Blue   Punctuation in Yellow 
(Blue Highlighter)   (Yellow Highlighter) 
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Writing Genres (Early – Second Level) 

Marking Writing 

When the class have completed a piece of writing, the writing should be split into three groups 

for marking. The class teacher should read each groups piece of writing and they should be 

marked as the following: 

Primary 1 – 3 

o Group 1 – Teacher Assessed  

Teacher to mark this groups work fully against the Pupil Friendly Marking Criteria 

and should provide children with next steps to improve their writing 

o Group 2 – Teacher Marked 

Teacher to provide feedback about the piece of writing, using two stars and a wish. 

(This should be done verbally in Primary 1) 

o Group 3 – Self/Peer Assessed 

Children to peer or self assess their writing, using the Pupil Friendly Writing Criteria 

where appropriate. Primary 1 and 2 to do this orally and using traffic lights. P3 

should begin to provide written peer assessment feedback. The Class Teacher will use a 

‘verbal feedback’ stamp.  
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Primary 4 – 7 

o Group 1 – Teacher Assessed  

Teacher to mark this groups work fully against the Pupil Friendly Marking 

Criteria and should provide children with next steps to improve their writing 

(two stars and a wish) 

o Group 2 – Self Assessed 

Children should self assess their writing against the Pupil Friendly Writing 

Criteria. The teacher will then read this work and provide feedback using two 

stars and a wish. 

o Group 3 –Peer Assessed 

Children should peer assess another child’s work against the Pupil Friendly 

Writing Criteria. They should give peer feedback using two stars and a wish. 

 

Recording Writing and Literacy Work 

Taught Writing Jotter  

Children should record their weekly taught writing lesson in the green ‘Taught Writing’ jotter. 

Children should have one written piece of work completed per week in this jotter. The writing will be 

whichever genre is the focus for the term. 

When a new genre is taught, there should be a copy of the Pupil Friendly Writing Criteria inserted 

into the jotter and the cold writing piece should follow on from this. This will allow the Class 

Teacher and Pupil to identify particular aspects of the genre specific criteria to focus on for 

subsequent taught writing lessons. 

There should be three taught writing lessons for each genre. The fourth lesson should be an assessed 

piece and recorded in the Pupil Writing Folder. 
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Literacy Jotters 

 

 

 

 

 

 

 

 

Children should record any other areas of Literacy or Literacy taught across the curriculum in 

the purple ‘Literacy Jotter. 

Children should have one written piece of work recorded and completed most days in this jotter.  

Examples of work to be contained could include: 

 Handwriting 

 Grammar 

 Comprehension tasks in Reading 

 A Report on a Science experiment 

 An Informative piece on an aspect of RME e.g. a leaflet about the festival of Holi (unless 

this is part of the ‘taught writing’ focus genre for that term. 

 An Explanation piece of writing about Tsunamis as part of a Japan topic 
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Writing Folders 

 

 

 

 

 

 

 

Presentation  

 

 

Handwriting 

Children’s written work should be presented in a neat and legible manner. It is preferred that 

children from Primary 4 onwards use joined handwriting when finalising a written piece. 

You can find more information about the programme for handwriting in the Wester 

Cleddens Handwriting Policy. 

 

Paragraphing: 

- Primary 3 & 4 miss a line before starting a new paragraph. 

- Primary 5 – 7 leave a two finger indent when writing a new paragraph. They do not 

miss a line. 

- When completing a piece of writing using word processing on the computer, all 

children should miss a line when taking a new paragraph. 

- When writing a letter, children should start their letter after they have written the 

name of the person they are writing to. 

  

The ‘Writing Folder’ should be where children record their ‘assessed piece’ of writing for each genre 

throughout the school year. The assessed pieces of writing will move on with the child throughout the 

school so, for example, by the time the child reaches Primary 7, they will have 7 assessed examples of 

Recount writing. It allows for the Teacher, Pupil and Parent to see the child’s progression from year 

to year as they progress through the school. 

. 
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Jotter Presentation  

In Wester Cleddens Primary, there is a marking guide to marking any written activities that 

the children have completed in their literacy jotter. 

Please see this below 
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Pupil Friendly Writing Criteria 
Pupil Friendly Writing Criteria sheets have been created for both children 
and teachers to use to assess children’s writing skills. The criteria is made 
up using: 

 General Writing Skills  

 Genre Specific Skills 
 
The ‘General Writing Skills’ are success criteria that apply 
across all writing genres with some exceptions. The ‘Genre 
Specific Skills’ are success criteria which are specific to the 
writing genre being taught. There are Pupil Friendly Writing 
Criteria for each of the writing genres and CfE levels.  
  
At the bottom of the criteria sheet, there is 
a space for two stars and a wish to be used 
by either pupils or staff to provide feedback.  
 

How to identify the levels on the Pupil Friendly Writing Criteria 

To identify Early, First and Second level within the Pupil Friendly Writing Criteria, a 
discreet code has been created for the use of staff. 

 

 

 

 

 

 
To ascertain where children are within a level, again there is a discreet code at the top of the 
Pupil Friendly Writing Criteria sheets for staff to identify where children are. These are 
identified through a series of dots at the top left hand corner of the page, along the border as 
show below. 
 

 

Genre Features 

Early Level Pupil Friendly Writing Criteria  

 

Pupil Friendly Writing Criteria sheets for Early level can be identified by the 

code of two children at the top of the criteria sheet. 

 

 
First Level Pupil Friendly Writing Criteria 

Pupil Friendly Writing Criteria sheets for First level can be identified by the 

code of one child and a WCPS badge at the top of the criteria sheet. 

 

 
Second Level Pupil Friendly Writing Criteria 

Pupil Friendly Writing Criteria sheets for Second level can be identified by 

the code of two WCPS badges at the top of the criteria sheet. 

 

 

One dot indicates that children are 
working at either 0.1, 1.1 or 2.1. 

Two dots indicate that children are 
working at either 0.2, 1.2 or 2.2. 

Three dots indicate that children are 
working at either 0.3, 1.3 or 2.3. 

On criteria sheets for 0.3, 1.3, 2.3 (secure), in this 
column there will be a faint ‘B’ to show that this 
criterion is a benchmark (for teacher knowledge only) 
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When children are undertaking a piece of taught writing, the teacher may want children to 

identify features from the genre success criteria in their work through self-assessment. It is 

recommended that staff ask children to identify no more than two features from the success 

criteria e.g. sub-headings and an opening statement in an Informative writing piece. Children 

can use an orange highlighter to show this in their work. 

 

 

 

 

 

Forward Plans 

Each forward planner for Writing will contain a ‘front sheet’ for each level (Early, First and 

Second Level) which contains an overview of the  

- Curriculum Organisers 

- Experiences and Outcomes 

- Benchmarks 

-   
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Beyond the front sheet, there is a planner for each genre with the level (Early, First, Second) 

with conatin differentiated criteria (please see below) 

Example extract from First Level Writing Planner 

 

 

 

 

 

 

 

 

 

 

  

At the top of the page, you 
will find the genre that the 

criteria is for 

You will then find suggested 
‘contexts’ of which to teach 

the genre. 

In group name, you write the names of the 
writing groups who are working on each 

level of the planner.e.g. you might have one 
planner for your class as each group is 

working on a different level within first level 

.1 

You will then find the 
planners split into 

differentiated criteria set 
for: 1.1   1.2   1.3 

.1 

At ‘secure’ e.g. 0.3, 1.3 and 
3.3, some criteria are 

marked by ‘B’ followed by a 
number, This is to identify 
the ‘benchmark’ this criteria 

covers (you will find the 
matching number on the 
forward plan front sheet 

which contains the 
experiences and outcomes as 

well as the benchmarks. 

.1 

When planning your writing 
in your forward plans, you 
should write down 3 titles of 
pieces of writing you plan to 

teach/complete 

In addition to your 3 
planned pieces of writing, you 
should also record the title of 
the piece of work you plan to 
use for assessment of that 

genre. 

.1 
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Assessment of Writing 

Each term, the class teacher of each stage should assess the writing genres as follows: 

Early Recount +  another 
First 2 genres per term 

Second 3 genres for two terms 
2 genres for one term 

 

Staff in the ELR will choose one agreed writing genre per term in line with the mainstream 
staff to allow for moderation. 
 
This should ensure that by the end of the academic year, all genres have been assessed. 

o One writing genre will be selected by the SLT as part of the whole school development 

of moderation in writing. The moderation of genres will work on a 4 year cycle. 

o One/two (depending on the number of genres at the stage you are teaching at) of the 

remaining writing genres will be selected by the class teacher. 

o These writing assessments should be kept in the Pupil Writing Folders.  

Children’s assessed writing pieces should be done so without any help from the class teacher in 

order to correctly assess the child’s ability in that genre. Writing should be marked against 

the appropriate Pupil Friendly Writing Criteria grid. Any assessed pieces of writing should be 

kept in the ‘Pupil Writing Folders’. At the end of the school year, the assessed writing in the 

‘Pupil Writing Folder’ should not be removed but instead passed on to the next class teacher 

as a baseline for the academic year. By the end of Primary 7, each child should have an 

assessed piece for each genre from Primary 1 – 7. 
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Recording Assessed Writing 

Children’s score from their assessed piece of writing should be recorded for monitoring and 

tracking in the forward planning folder. Please see the format for this in the class teacher’s 

writing folder. 

 

 

Early Level 

 

 

 

 

 

 

First Level 

 

 

 

 

 

 

Second Level 
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Developing the Craft of Writing Skills: A Structured Approach 

 Teacher’s Role Children’s Role 

Pre – Writing Help pupils get ideas: 
- allow thinking time 
- provide model texts 
- guide discussions through open 

questioning 
- provide contexts 

Take account of purpose and audience 
- talk, think, rehearse 
- discuss- class/group/partner 
- draw, make, list 
- generate ideas i.e. thought 

shower 
- remember/re-organise 

thoughts 

Planning for Writing - teach aspects of different 
styles of writing -  language, 
structure, layout etc. 

- model writing for children 
- analyse/discuss model texts 
- construct a writing frame 

together (where appropriate) 
- set clear criteria with pupils 

for writing tasks 

-  make notes 
- select, sort, reject ideas 
- talk through and complete 

planning page (where 
appropriate) 

- gain/offer advice on partner’s 
work 

Writing - allow space/time to write 
- help children by asking 

appropriate questions 
- conference with children – 

focus discussion on strengths/ 
development needs (two stars 
and a wish) 

- make decisions during process 
about: content, organisation, 
language 

- read aloud (or to themselves) 
at intervals, during writing – 
ask themselves ‘Is this 
how/what I want to say?’ 

- amend/add detail 

Editing and Proof-
Reading 

Encourage pupils as writers to respond 
to text as a reader: 

- help pupils make alternatives 
i.e. remove ambiguity, 
irrelevances and omissions etc. 

- remind children of technical 
targets 

Proof reading if often better down by, 
or with, others: 

- pupils read own and others 
drafts to clarify meaning and 
amend 

- children ask questions of each 
other, seek responses, make 
suggestions 

- check for omission, repetition, 
detail 

- check technical aspects and 
correct 

Publication/Celebration - help pupils decode on 
what/how to publish  

- make materials available 
- give opportunity to share with 

an audience 
- praise, acknowledge writing 

- make final copy 
- make simple decisions on 

layout e.g. illustrations 
- listen and respond positively to 

others’ writing. 
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Monitoring and Tracking 

Monitoring will be carried out by the Senior Leadership Team who will sample pupils work 

termly from each class and discuss children’s progression with teaching staff. 

All staff are encouraged to engage in professional dialogue to ensure that there is a 

shared understanding of standards through moderation. These opportunities to share the 

standards will lead to increased teacher confidence and better progression for pupils from 

one level to the next. 

Moderation 

Staff should take the opportunity to moderate writing at least once per term. Staff 

should moderate writing with colleagues at the same CfE level to ensure consistency 

and progression. 

The Moderation Cycle 

The Moderation Cycle is designed for use by practitioners to support their 

understanding of moderation. Engaging in the moderation process with colleagues will 

assist practitioners in arriving at valid and reliable decisions on learners’ progress 

towards, and achievement of, a level. Consequently, this resource will support the 

consistency of teachers’ professional judgement, both locally and nationally. 
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Universal and Targeted Support in Writing 

If there are specific pupils within a class that staff feel, in their professional 

judgement, require universal and targeted support with aspects of writing, this 

should be raised with the SLT through Tracking and Planning Meetings and 

PSG’s. Staff should record and identify to SLT what resources they are using the 

support the children in their class and the impact they are having on the learner.  

Below are a list of resources that can be used to support children who require 

universal or targeted support within you class. A more in depth list of resources to 

help support children with additional support needs across the curriculum can be 

found in the staff ‘Learning Pathways’ folder. 

 Rapid Writing Resources 
 Read Write Inc Phonics One to One Tutoring Kits 
 Stiles 

 5 Minute Box,  
 WordTalk add on to support reading and writing (particularly useful for 
children who may have a profile of Dyslexia) 

 Doorway Online Resources  
 Toe by Toe 
 Clicker 6/7  
 DanceMat typing 
 Dyslexia Scotland Website Resources  
 Story cubes 
 Blank Dice (you can add a variety of writing ideas etc.)  
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Writing Resources 

Topical Resources – Non-fiction Writing 
Year 1 & 2 e- book on shared area (paper copy in resource base) 
Year 3 e- book on shared area (paper copy in resource base) 
Year 4 e- book on shared area (paper copy in resource base) 
Year 5 e- book on shared area (paper copy in resource base) 
Year 6 e- book on shared area (paper copy in resource base) 
 
Topical Resources – Independent Writing Activities 
Year 1 e- book on shared area (paper copy in resource base) 
Year 2 e- book on shared area (paper copy in resource base) 
Year 3 e- book on shared area (paper copy in resource base) 
Year 4 e- book on shared area (paper copy in resource base) 
Year 5 e- book on shared area (paper copy in resource base) 
Year 6 e- book on shared area (paper copy in resource base) 
 
Sue Palmer Writing Skeleton Flip Books 
Newspaper and Magazine (small flip book) x2 
The Myths, Legends, Folk-tales and Fables (small flip book) x2 
The Poetry Book (small flip book) x2 
The Short Story (small flip book) x2 
Advertisements and Pamphlets (small flip book) x2 
The Diary and Letters (small flip book) x2 
 
Basic Persuasion (large flip book) – First Level x2 
Basic Explanation (large flip book) – First Level x2 
Basic Report (large flip book) – First Level x2 
Basic Discussion (large flip book) – First Level x2 
Basic Recount (large flip book) – First Level x2 
 
Advanced Explanation (large flip book) – Second Level x2 
Advanced Instruction (large flip book) – Second Level x2 
Advanced Recount (large flip book) – Second Level x2 
Advanced Discussion (large flip book) – Second Level x2 
Advanced Report (large flip book) – Second Level x2 
 
Interactive Skeletons for Writing Genres CD-ROM x2 
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Writing Resources Continued 

Ros Wilson - Big Writing 
The Oxford Writing Criterion Scale for Scotland – Draft Paper Copy 
Big Writing – Writing Voice and Basic Skills (The class teachers guide to Big Writing) 
Big Writing – Raisin Writing Standards (A powerful and effective whole-school 
approach) 
Ros Wilson’s Lesson Plans for Big Writing 
Write to the Top (Folder) 
Big Writing Game (interactive games to use for lesson warm ups on student drive) 
VCOP Games (interactive games to use for lesson warm ups on student drive) 

 

Scholastic Writing Workshop 
Imaginative Writing Key Stage 1 Resource Box (x3) 
Imaginative Writing Key Stage 2 Resource Box (x2) 
 
Non-Fiction Writing Skills Key Stage 2 (x1) 
Non-Fiction Writing Skills Key Stage 2 (x1) 
Non-Fiction Writing Projects Key Stage 1 (x2) 
Non-Fiction Writing Skills Key Stage 1 (x2) 
 
North Lanarkshire – Active Literacy Pack 
Stage 1 – Teaching Writing Teachers Book and Integrated Story Telling Teachers Book 
Stage 2 and 3 – Teaching Writing Linked to Talking, Listening and Reading Teachers 
Book 
Stage 4 and Stage 5 – Teaching Writing Across Learning Teachers Book 
Stage 6 and Stage 7 (Second Level) – Teaching Writing and Spelling Teachers Book. 
 
THRASS 
Resource File – Teacher Handwriting, Reading and Spelling Skills 
 
Writers Craft 
The Writer’s Craft by Valerie Thornton 
The Young Writer’s Craft by Valerie Thornton 
The Young Writer’s Craft Answer Book and Copiable Activities by Valerie Thornton 
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Handwriting Resources 

Nelson Handwriting 
Nelson Handwriting Resource and Assessment Book Starter Level 
Nelson Handwriting Resource and Assessment Book 1 & 2 
Nelson Handwriting Resource and Assessment Book 3 & 4 
Nelson Handwriting Resource and Assessment Book 5 & 6 
 
Nelson Handwriting Workbook Starter A 
Nelson Handwriting Workbook Starter B 
Nelson Handwriting Workbook Starter C 
Nelson Handwriting Workbook 1A 
Nelson Handwriting Workbook 1B 
Nelson Handwriting Workbook 2A 
Nelson Handwriting Workbook 2B 
 
Nelson Handwriting Pupil Book 1A 
Nelson Handwriting Pupil Book !B 
Nelson Handwriting Pupil Book 2 
Nelson Handwriting Pupil Book 3 
Nelson Handwriting Pupil Book 4 
Nelson Handwriting Pupil Book 5 
Nelson Handwriting Pupil Book 6 
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Grammar 

 

Grammar is concerned with the way in which sentences are used in spoken language, in 
reading and in writing. Sentences are the construct which helps give words their sense. The 
purpose of teaching grammar is to enable pupils to become conscious of patterns of language 
which they can apply in their own work to enhance meaning.  
 

Overview 

Please see attached Appendix a and b for the overview of grammar and punctuation in 

Wester Cleddens. 

 

Planning 

When planning grammar for each term, the class teacher, where appropriate, should try to 

match up the skills in the grammar planner to the skills they intend to teach in writing. 

Teachers should plan at least one focused grammar lesson a week and take opportunities 

during writing lessons to use and identify grammar skills. 

 

Grammar Resources 

Topical Resources – Punctuation and Grammar 
Year 3 Photocopiable Book 
Year 4 Photocopiable Book 
Year 5 Photocopiable Book 
Year 6 Photocopiable Book 
Year 1 – Year 6 e-books on shared area (paper copies of these are also available in resource 
room) 
 

Prim- Ed 
Grammar and Word Study Book A 
Grammar and Word Study Book B 
Grammar and Word Study Book C 
Grammar and Word Study Book D 
Grammar and Word Study Book E 
Grammar and Word Study Book F 
Grammar and Word Study Book G 
Prim-Ed 
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Grammar Minutes Book 1 
Grammar Minutes Book 2 
Grammar Minutes Book 3 
Grammar Minutes Book 4 
Grammar Minutes Book 5 
Grammar Minutes Book 6 
 
Nelson Grammar 
Teacher’s Resource Book for books 1A, 1B and 2 
Teacher’s Resource Book for books 3 and 4 
Teacher’s Resource Book for books 5 and 6 
 
Nelson Grammar Workbook 1A 
Nelson Grammar Workbook 1B 
Nelson Grammar Workbook 2A 
Nelson Grammar Workbook 2B 
 
Nelson Grammar Revision Book(let) (x12) 
Nelson Grammar Pupil Book 1a 
Nelson Grammar Pupil Book 1b 
Nelson Grammar Pupil Book 2 
Nelson Grammar Pupil Book 3 
Nelson Grammar Pupil Book 4 
Nelson Grammar Pupil Book 5 
Nelson Grammar Pupil Book 6 
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Appendix A 

Grammar and Punctuation Overview 
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Appendix B 

Grammar and Punctuation Overview Continued 

 

 

 


