
Burrowmoor Primary School

Foundation Stage – Reception Policy

Routines

To ensure consistency across the two classes, the following routines are established and
followed by all Teachers and Key Workers in Foundation Stage- Reception.

Morning Routines

Children and parents are greeted on the Lower School playground by the Teacher and Key
Workers.  At this point there is opportunity to talk with the Key Worker or make a longer
appointment to speak to the relevant members of staff at the end of the day.  The children
enter the classroom through the fire doors at 8.40-8.45 am.  From the start of the Autumn
term Reception children are expected to come in without their parents and organise their
own equipment.  Children are expected to place their books in the appropriate basket and
hang up their coats and bags.  The children then choose a book and sit on the carpet until it
is time for the Register.

Reading Routines

Bookbags are sent home every night with the expectation that they are returned every
morning.

MONDAY

A “Free Choice” book from the class book box.

These books are to be shared with an adult at home and children are not expected to be
able to read these independently.  It is a time for them to enjoy having a story being read to
them and making the most of the time to talk about stories and how books work.  This book
can be kept in the book bag for the whole week.

TUESDAY/WEDNESDAY/THURSDAY

A “Parallel” book – those with coloured stickers.

These books are at the child’s ability level and use sounds, words and strategies that the
children are being taught at school.

FRIDAY

An “Oxford Reading Tree” book – books from our school reading scheme.

These books focus on High Frequency/Common words, tricky words and words relating to
the scheme itself as well as phonic strategies at that ability level.

In addition to each child reading individually with an adult, they experience a targeted phonic
session daily and have a guided reading session in a small group every day with an adult.
Three of the Literacy sessions in a week also have a clear, planned reading/writing focus.



Reading Sessions

Both guided and individual reading sessions occur in Reception. Each child will read
individually with an adult, and have a guided reading session in a small group every day with
an adult. They will also experience a targeted phonic session daily and the Literacy
sessions also have a clear, planned reading/writing focus.

Guided reading 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 stage the child should be reading.

Reading Targets - Reading Target stickers are placed in the Diary and these are the “next
steps” that the adults identify and assess individual child’s reading against whenever there is
a reading opportunity.  These are for the adults in school to change when they feel that your
child is confident and independent with this skill.

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 the
indoor and outdoor classrooms include a writing area to enable free writing to occur and
writing is regularly planned for as an enhancement to activities in other areas.  Letter cards
and high frequency word cards are available to support the children with their writing and the
children are encouraged to use the pre-cursive letter formation in readiness for Key Stage 1.

Guided Writing – Reception children will have at least one guided writing session. These
may take place with either the Teacher or the Key Worker. 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 as on-going part of
planning to ensure that the groups are matched in ability and as an opportunity to monitor
progress.

Writing Targets

Children work through a Writing Ladder which outlines their progress in writing. These
stages are hierarchical at the start of their writing development but like the reading targets
they are not arranged in any hierarchical order as they progress.   In addition to this,
Teacher’s review all children’s writing development during any independent writing to ensure
that their “Next Step” is appropriate.  Children are reminded of this “Next Step” before
beginning teaching.



Behaviour

Reward system

In Reception we look to reward and promote all good behaviour, attitudes and following of
the school rules.  This can be rewarded with praise alone or Teachers and Teaching
Assistants give out stickers which reward effort, behaviour and achievement.  The aim is to
catch the children doing the right thing.

As part of on-going assessment in the Foundation Stage the adults in the Unit photograph
any achievements/learning behaviours and the children see this as a reward for their hard
work.

Within the Reception classes we use a Zone Board which informs both the children and their
parents of their child’s behaviour using a coloured sticker system.

A child is rewarded for following the classroom and school rules by moving up a coloured
zone board.

If they are in green, silver or gold zones at home time they receive a sticker.  Children in the
gold zone get a point towards the school certificates

Every day each child begins on green.
regardless of where they finished the day before.

Children whose behaviour does not meet our high expectations are moved down. We will
explain to them why their behaviour is not appropriate and they are encouraged to improve
to move up and get a sticker by the end of the day.

In certain cases other strategies may be adopted. Individual reward charts may be used with
particular children to support their needs and to address any issues with areas of their
behaviour e.g. reward chart that records child’s progress to a particular target. This could be
to encourage acceptable behaviour within school or supporting them with an area they find
tricky, such as leaving a parent in the morning, getting dressed themselves etc.

Achievement Assemblies
This is an assembly held once a week to celebrate the achievements of the children both at
home and at school.  It is also part of our transition programme as Reception has this
assembly with the Nursery children.  Parents contribute with Achievement slips from home
and share the behaviour and successes from home.  Children will also be presented with the
certificates that they have earned through the collection of stamps/stickers.

Fantastic
Well done

A good day

Try a bit harder

Need to improve



Sanctions

If children are spoken to about their negative behaviour and it does not change, thus
resulting in them being spoken to a second time, they are warned to change their behaviour/
attitude or the sanction procedure will commence.  They will also be reminded of the reasons
why their behaviour must change.

1. Warn the child. State this is their warning and what will happen next
2. If the child persists in the unwanted behaviour, then they are asked to take some time out
on the Thinking Chair (within the classroom). This allows the child to be given time to think
about their negative behaviour and removed from the situation to de-escalate/”calm down”
3. If the unwanted behaviours still continue and if it is felt necessary by the classroom
teacher that then they can be removed from the classroom and asked to work in a different
space/ different classroom.
4. If a teacher feels that a child is not responding to them, then the child should be sent to
the unit leader or the unit leader sent for if the child will not leave the room.
5. If this behaviour still does not change then they will be informed that the teacher will speak
to their parents as they have chosen to not change their behaviour.

The child will be given every opportunity to earn back the missed time by displaying
positive behaviour and following the classroom rules. This will show them that good
behaviour is rewarded.

Poor behaviour within the classroom is logged where necessary to aid in identification of
triggers and behaviour patterns.

Teacher Assessments

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

 Anecdotal assessments recorded on stickers and placed in the Key Worker
Assessment Folders

 Photographs

 Guided reading and writing assessments completed for each session

 Use of reading targets, changed by the class teacher as appropriate to the child, to
show progress through levels and to indicate next steps.

 Use of Writing Ladders to inform “Next Steps”

 “Next Step” sheets in each Curriculum Area

 Reading diaries

 Phonics and Bookband progress

 Annotated examples of children’s work



As a moderation process, and to enable the Teacher’s to make an informed assessment of
all children there is regular discussion between the Teachers and Key Workers and half
termly moderation of the evidence within each Key Worker’s assessment folder.

Groupings

Carpet Partners - Each child has a carpet place, decided by the class teacher. Throughout
the year the children will be supported to work with the children around them and work in
Talking Partners where it is appropriate.

Key Worker / Mixed Ability Groups – Children will sometimes work within their Key Worker
group within the Specific Areas of the Curriculum.

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.

Unit Expectations

Within the Foundation Stage 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, wherever possible. The adults
working in Reception have strategies which promote independence in learning.  Children are
made aware of when their Key Worker/Teacher is busy with a guided group and they should
try not to interrupt.  Systems are in place to enable the children to work independently and
include the carefully planned and resourced enrichment activities in the designated
curriculum areas within each classroom. All adults who come to work in the unit, including
work experience students are made aware of these aims.

Clear expectations are given at the beginning of each session so that the children are
completely aware of what they must do and there is a visual timetable for all the children to
access which shows how the day is structured.

Reporting to Governors

The Early Years Unit Leader will attend School Effectiveness Governors meetings each term
to report on the progress of the children in Reception and Nursery 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.


