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Phonics Policy Flow Chart for Teachers 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

All phonics lessons in the Foundation Stage and KS1 to be daily. A Phonics Leader will be free of teaching 

responsibilities at this time to follow a programme of child support and assessment.  

 

 
Foundation Stage: Autumn Term 

Children are taught as a whole class with the Teacher for the Autumn term for 20 minutes a day, including  

Speed Sounds Set 1 and Word Time lessons. 

Any children not keeping up to have additional five minutes group work or one-to-one tutoring.  

At the end of the Autumn term, children will be assessed by the Phonics Leader and Foundation Stage 

Teachers and placed into four phonic groups.  
 

Year 1:  

Children are taught a daily phonics lesson, lasting 30 minutes. This will include Speed Sounds for 15 minutes 

and a Storybook lesson for 15 minutes.  

Children will be placed in six differentiated groups across Year 1 and 2. Any children who join the school at 

a later date will be assessed by the Phonics Leader and placed in an appropriate group. The Phonics 

Leader will continue to track children’s movement through the programme. 

Children will be formally tested at the end of Year 1 in the statutory Phonics Screen, so from February, 

assessment also takes place to see how secure they are in the skills to pass this screen. Any children who 

are not on track to pass will receive 1:1 support. Any children who fail this test will receive 1:1 support in 

Year 2 and will be retested at the end of Year 2. 

 

 

 

Foundation Stage: Spring and Summer Terms 

Children are taught in four differentiated phonic groups across the year group for 30 minutes a day, 

including Speed Sounds Lessons for 15 minutes and Word Time, Ditties or Storybook Lessons for 15 minutes. 

Any children not keeping up to have additional group work, one-to-one tutoring or move group. In 

addition, any children making good progress will move group. 

Anyone making weak or good progress will be flagged up by the class teacher to the Phonics Leader and 

a decision about interventions and movement then made. The Phonics Leader will track children’s 

progress through keeping a record of interventions and movement between groups. Towards the end of 

the year, all children will be assessed by the Phonics Leader in preparation for Year 1. 

 

 

 

 

Key Stage 2:  

Any children in Years 3 and 4 who have not reached the standard at the end of the RWI programme will 

have 1:1 support. Any children who have failed the phonics screening retest at the end of Year 2 will also 

receive daily support or continue onto the LLSS programme.  

Children in Years 5 and 6 reading at a level below ARE will use the Fresh Start support programme.  

For all Key Stage 2 children, this will be in addition and not replacing their normal literacy lessons. 

 

Year 2:  

From September, children who have passed the Year 1 phonics screen and have been assessed as 

completing the RWI phonics programme will be placed in a Guided Reading group. Children who have 

not passed the Year 1 phonics screen or have been assessed as still needing to work within the RWI 

phonics programme will be placed in one of the appropriate Year 1 and 2 phonics groups. As more Year 2 

children finish the programme, one of the groups will move to being another Guided Reading group. 

Children are taught a daily phonics or Guided Reading lesson, lasting 30 minutes. This will include Speed 

Sounds for 15 minutes and a Storybook lesson for 15 minutes. Any children who join the school at a later 

date will be assessed by the Phonics Leader and placed in an appropriate group. The Phonics Leader will 

continue to track children’s movement through the programme. 

Children who did not pass the Year 1 phonics screen will be retested in June, so assessment regularly takes 

place to check they are on track to pass. Any children who are not on track to pass will receive 1:1 

support. Any children who fail this re-test will receive 1:1 support in Year 3.  
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COTTESMORE ST MARY CATHOLIC PRIMARY SCHOOL 

PHONICS POLICY 

 

Rationale 

 
At Cottesmore St Mary, our phonics teaching is based on the ‘simple view of reading’, 

recommended in the Rose Report (2006). Children need to have good word recognition 

and good oral language comprehension in order to read well. 

 

                                
 
For children to develop good word recognition, they need to be able to decode rapidly. 

They need to be able to do this to take in the simplest of messages. In order to 

understand more complex meanings, they need to be able to decode effortlessly so that 

all their energy can go into understanding. 

 

The Rose Report makes the distinction between two phases in a child’s school life. The 

first is ‘learning to read’ and the second is ‘reading to learn’. At Cottesmore St Mary, it is 

our aim that all children should pass through the ‘learning to read’ phase as quickly as 

possible and definitely by the age of seven. The ‘reading to learn’ phase continues for 

the rest of their lives. To achieve this rapid progress, the phonics curriculum is based on 

the Read, Write Inc phonics programme.  

Principles 

 

Phonics teaching should: 

 

 include a discrete phonics lesson for at least 15 minutes every day; 

 

 provide plenty of opportunities for children to practice their skills within other lessons; 

 

 involve all adults working with the children in the classroom and the rest of the 

school; 

 

 involve parents; 
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The discrete phonics lesson should: 

 

 be differentiated across Key Stage One and the Foundation Stage, with frequent 

movement between groups; 

 

 be well paced; 

 

 enable all the children to participate in all of the lesson; 

 

 be taught with passion; 

 

 be taught positively, so that children are praised for their successes and are 

motivated to develop their skills as quickly as possible. 

 

 

Policy into practice  

 

At Cottesmore St Mary, we base our phonics teaching on the Read, Write Inc 

programme. 

 

Initial Assessment and Grouping 

 

Foundation Stage: During the first term, children will be taught as a whole class 

and then assessed by the Phonics Leader. They will be placed into differentiated 

groups across the Foundation Stage for terms 2 and 3. 

 

Key Stage 1: Based on their progress in the Foundation Stage, all children will be 

placed in differentiated groups across Year 1 and 2. Any children who join the 

school at a later date and are reading below Level 3 will be assessed by the 

Phonics Leader and placed in an appropriate group. 

 

Key Stage 2: Any children in Years 3 and 4 currently reading at a level below 

Level 3 will either join a Key Stage 2 phonics group, have one-to-one support or, if 

appropriate, join an established KS1 group working at their level. 

Children in Years 5 and 6 reading at a level below Level 3 will have Fresh Start 

tutoring. 

For all Key Stage 2 children, this will be in addition and not replacing their normal 

literacy lessons. 

 

Organisation of FS and KS1 Phonics Lessons 

 

Foundation Stage: During the Autumn term, children will be taught a 20 minute 

phonics lesson as a whole class for six weeks.  During the Spring and Summer 

terms, they will work in differentiated groups across the year group. The session will 

last for 30 minutes in the Spring and 45 minutes in the summer.  

Years 1 and 2: Children will be taught a daily phonics lesson, lasting 30 minutes. 

There will be six differentiated groups with the Phonics Leader floating among the 

groups. In the Autumn term. there will also be one Guided Reading group for 

Year 2 children who have finished the RWI phonics programme. In the Spring and 

Summer terms, there will be 2 Guided Reading Groups and five phonics groups. 

 

Over a term, the class teacher should be collecting information from the Phonics 

Leader and the people teaching their pupils, so that they have a clear idea of 

phonics progress within their class and not just in their differentiated phonics 

group.  
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Teaching Staff 

 

The Teacher and Teaching Assistant in each class will take a group of 

approximately 15 children. Some groups may be larger and some may be 

smaller, but in most situations, the Teachers will take the larger groups or those 

requiring the most support. The adults will swap groups at least termly to ensure 

that children are taught by a range of staff. 

The exception to this is the Teacher who is acting as Phonics Leader. Their role will 

be to support other staff in carrying out the programme and assess children’s 

progress. Children move groups regularly to make the most rapid progress 

possible. They will support other staff through helping them to plan and modelling 

lessons regularly. 

 

Planning 

 

It will be the responsibility of the teaching member of staff for a phonics group to 

plan and prepare their session for the children and gather the resources they 

need. They will base their planning on the Speed Sound and Storybook Lesson 

Plans by photocopying the sheet and annotating any changes or children they 

will need to focus on that lesson. At the end of the phonics session, they will make 

a note of any children who struggled, were slow or were not being challenged 

enough on the plans and alert the Phonics Leader.  

The Phonics Leader will support all staff, and Teaching Assistants in particular, in 

their planning. This can be through regular staff meetings and individual sessions. 

 

Cancellation of a phonics lesson 

 

All phonics lessons will start at 11.15am every day, so 11.15-11.45am should be 

kept free from other activities. If a class is going on a school trip or has an event 

that will interfere with the daily lesson, the Class Teacher should inform the Phonics 

Leader at the time of booking so that alternative arrangements can be made 

that week. Staff with responsibility for teaching a group should also alert the 

Phonics Leader as soon as possible if they are not going to be present during a 

session. Extra class activities, such as cooking or inviting in a visitor, should not be 

planned during this time. 

 

Progress 

 

The Teachers, Teaching Assistants and Phonics Leader will work together to ensure 

progress for all. It is the responsibility of the member of staff in each phonics group 

to flag up any children who are not keeping up with the pace of the programme, 

or anyone who is making more rapid progress, to the Phonics Leader. Their job will 

be to then assess the child and take the action of either moving them to a more 

appropriate group or putting in place one-to-one tuition. All intervention should 

be carried out as early as possible.  

 

Assessment 

 

The Phonics Leader is responsible for assessing all children’s phonic phase and 

place on the programme, in order to ensure a consistency of judgement. It is their 

responsibility to inform the class teacher of any movement between groups or in 

reading levels. 
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The final judgment of reading levels to be placed on Pathways will be the 

responsibility of the Class Teacher. This will be based on information gathered in 

class guided reading sessions, other lessons and information from their phonic 

group. Therefore, it will also be their responsibility to talk to the other staff carrying 

out the phonics lessons for their children and the Phonics Leader to secure their 

judgement. 

 

Classrooms 

 

All classrooms across the school will display a phonics sound chart on the wall, the 

complexity of which reflects the level of phonic knowledge of the children. 

 

All Class Teachers will also provide charts for children to use on their tables when 

they are writing. 

 

 

What evidence of children’s progress will be collected? 

 

Each member of staff will need to write notes about the children in their group. 

The children will have lined writing books to use during their phonics sessions. They 

can check their own work during the sessions, with the adult initialling the work to 

show it’s been checked. The Phonics Leader will have regular assessment sheets 

from each child. 

  

How will phonics be monitored and evaluated? 

 

The Phonics Leader will carry out lesson observations, pupil interviews and monitor 

written work on a regular basis, as part of their role circulating around the phonics 

lessons each day. Feedback and support will be provided to other staff. 

The Phonics Leader will also be responsible for tracking children over time as they 

progress through the programme. Their role will involve looking at the data to see 

where support might be best targeted.  

 

How are parents informed about their child’s learning? 

 

Parents will be involved in every stage of their child’s phonic development. The 

phonics leader will conduct an annual meeting for parents during the first half 

term of each year to inform parents, ‘This is how we do it’ at Cottesmore St Mary. 

 

Every time a child learns a new sound, the corresponding sheet will be sent home 

so that parents can build up the bank of sounds that their child is learning. They 

can then support their child’s learning by practising the whole set of sounds at 

home. At the annual meeting it will be recommended that parents keep these 

sheets in a folder in order to be able to keep reviewing the sounds. 
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APPENDIX 1 

 

LANGUAGE 
 

Staff and children at Cottesmore St Mary will use these terms to ensure the fidelity of the 

language that is used across the school. 

 

Blending: This skill is essential for reading. It’s when the individual sounds are run together so 

they make a word. Eg. /d/   /o/   /g/    is blended to become dog. This can be done orally 

so that children hear the sounds and say the word. It can be done by looking at the 

graphemes written down, knowing the individual sounds they make and putting them 

together, so reading dog. 

 

Digraph: This is a type of grapheme. It is a group of two letters together, used to make one 

sound. Eg. /ea/ as in tea. 

 

Fred Fingers: Fred is a puppet who says, reads and spells words in sounds. He never speaks 

in whole words, so the children copy him when they have to spell a word. Eg. If the word is 

moon, they know Fred would say it, “/m/, /oo/, /n/”. They know this is three sounds, so they 

hold up three “Fred” fingers. They say a sound for each finger and can then use this as a 

way of helping them to spell a word.  

 

Fred Talk: Fred is a puppet who says, reads and spells words in sounds. He never speaks in 

whole words, so the children have to do that for him. Eg. If Fred says, “/c/, /a/, /t/”, the 

children say “cat”. Fred Talk is used to practise blending.  

 

Grapheme: A letter or group of letters that is used to write one sound or phoneme. 

Eg. The sound /igh/ can be written using the grapheme igh as in knight, i-e as in knife or ie 

as in tie. 

 

Green words: These are words that are made up of graphemes that children have been 

taught. They are ‘go for green’ because children will be able to decode them using their 

current knowledge. Children use ‘Fred Talk’ to read and ‘Fred Fingers’ to spell these words. 

 

Phoneme: This is a single sound, usually articulated with one mouth movement. Eg. /c/, 

/ee/. In the phonics lessons, these will mostly be referred to as ‘Speed Sounds’, but children 

will also know the technical or proper name is phoneme. 

 

Red Words: These are common words with an uncommon spelling that children just have 

to learn by sight. Eg. said, the.  Some words start off as red and become green as the 

children’s phonic knowledge gets greater. Eg. she. In the past these words may have been 

referred to as key words or high frequency words. 

 

Root: The part of the word that gives the most meaning. Eg. cook in cooking and cooked. 

 

Segmenting: This skill is essential for spelling.  It’s when a word is broken down into its 

individual sounds. Eg. I can say the word pig and hear it is made up of the sounds /p/   /i/   

/g/. This can be done orally so that children hear the word and say each sound. It can be 

done by saying the word, then writing down the individual sounds, so spelling pig. 

 

Split digraph: This is a type of grapheme. It is a group of two letters split up, used to make 

one sound. Eg. i-e as in knife. 
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Speed Sound: An alternative way of saying phoneme. This term is used on a more daily 

basis. 

 

Syllables: A chunk within longer words. 

 

Trigraph: This is a type of grapheme. It is a group of three letters together, used to make 

one sound. Eg. /igh/ as in bright. 

 

  

APPENDIX 2 

 

CLASSROOM RESOURCES 

 

 
CHARTS 

Every classroom and all other rooms used for teaching will have a speed sound chart on 

display. In the Foundation Stage and Year 1, it will be the Simple Speed Sounds chart. In 

the older classes, it will be the Complex Speed Sounds chart. Smaller copies of the charts 

will also be available for children to use at their tables during writing activities. In the Infants 

they will also be available in the independent writing corners. 

 

FRED 

All classes in the FS and KS1 will have a soft toy character called Fred to use in phonics 

lessons and other story times. 

 

SOUND CARDS 

All teachers and teaching assistants in the FS and KS1 will carry around Speed Sound cards 

to use throughout the day. Eg. To ask a child to say a sound before they go out to play. 

 

MAGNETIC LETTERS AND BOARDS 

In the FS and KS1, all classes will have access to the school sets of magnetic boards and 

the speed sounds in magnetic letters. These will be used during phonic lessons and also 

during other activities to promote reading. 

 

POINTERS 

All children in the FS and KS1 will have access to pointers to help them through their 

phonics lessons and other activities where they are required to blend sounds for reading. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 



 10 

APPENDIX 3 

 

ROLE OF THE PHONICS LEADER 

 
 

During phonics lessons the Phonics Leader will be free of teaching responsibilities to focus 

on child assessment and staff development. 

 

ASSESSING CHILDREN 

 

Foundation Stage:  

 

Autumn Term 

During the first six weeks: 

* Observe lessons at least fortnightly. 

* Identify any children who appear not to be coping with the pace and work out extra 

group sessions or one-to-one tutoring. 

* Assess all children for putting into four groups in the Spring term. 

 

Spring Term 

* Observe lessons at least fortnightly. 

* Identify any children who appear not to be coping with the pace and work out extra 

group sessions or one-to-one tutoring. 

* Identify any children who are making good progress and move groups if possible. 

 

Summer Term 

* Observe lessons at least fortnightly. 

* Identify any children who appear not to be coping with the pace and work out extra 

group sessions or one-to-one tutoring. 

* Identify any children who are making good progress and move groups, including to a 

Key Stage 1 group if appropriate. 

 

Key Stage 1: 

At the beginning of the year: 

* Group children across seven differentiated groups according to their progress in the 

Foundation stage and Year 1 

Throughout the year: 

* Observe lessons at least fortnightly. 

* Identify any children who appear not to be coping with the pace and work out moving 

their group, finding a mentor, extra group sessions or one-to-one tutoring. 

* Identify any children who are making good progress and move groups. 

 

Key Stage 2: 

* Assess children who have not completed the programme in Y3 and 4 and work out 

whether to establish KS2 groups or to incorporate them into the working groups already 

operating. 

* Assess children in years 5 and 6 to identify starting point for one to one tutoring. 

 

 

TRACKING PROGRESS: 

 

By the end of the Spring term: 

* List all children who are not secure with Speed Sounds Set 1, inform parents and provide a 

mentor. The mentor will be a volunteer member of staff or Teaching Assistant who will carry 
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out one-to-one intervention at least twice a week and pop in to see the child during quiet 

times of the day to flash the sounds they need to reinforce. They will be provided with a list 

by the Class Teacher. 

* List all children who can not blend, inform parents and provide a mentor. The mentor will 

be a volunteer member of staff or Teaching Assistant who will carry out one-to-one 

intervention at least twice a week and pop in to see the child during quiet times of the day 

to blend words using sounds they are confident with. They will be provided with a list of 

their sounds by the Class Teacher. 

 

Throughout the year:  

* Track all children’s movements through the groups, so that any child not progressing 

quickly can be identified. 

 * Track children in KS2 having phonics intervention of any form. 

 

STAFF DEVELOPMENT 

 

* Observe lessons monthly to monitor implementation of the new phonics programme 

* Provide feedback to staff 

* Model lessons monthly to staff 

* Swap places with other phonics teachers so they can have experience of seeing others 

teaching and assessing children 

* Train new members of staff in the programme 

* Run staff meetings to monitor the implementation of Read, Write Inc 

 

 

 

 

 

 

 

 

 

 

 

 

 


