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KRS 158-6453 requires that all public schools develop a school-wide writing program and submit school policies for that program to the Kentucky Department of Education for review and comment.  The Site-Based-Decision-Making Council (SBDM) at each school is required to adopt policies.

                                 Introduction

This policy was developed by the Writing Committee to help the faculty and staff of Todd County Schools to build a strong writing program culminating in the development of students as critical thinkers and independent writers.

This is not merely an attempt to improve open response scores, constructed response scores, or scores on the on-demand section of the test, though those improvements will be by-products of this initiative.  This is an effort to enhance students’ understanding of ALL content areas.  Writing, like reading, is a tool to be used for the purpose of learning across the curriculum as we strive to enable every student to be independent thinkers/communicators.  

This policy contains the state regulations and the procedures for collecting and maintaining a cumulative writing file/portfolio and a classroom writing folder within each classroom as well as addressing the needs of the writing program review in each school.

Important Terms

Official writing folder or cumulative writing file/portfolio - the student’s official writing folder that shows evidence of all types of writing across the curriculum and across all grade levels and fulfills the state regulations.  A student’s work will represent a variety of genres and purposes from a variety of content areas at every grade level (K-12).  A senior’s official writing folder, for instance, will house representative work he’s done from Kindergarten through high school, including writing to learn, writing to demonstrate learning, and process writing for authentic audiences and purposes. 

Classroom writing folder – the individual teacher’s writing folder for each student in a given period/subject area.  This is the work in progress: prewriting, graphic organizers, drafts, revisions, research, editings…  Students pull this folder regularly as it houses their current writing process.  Samples of writing to learn, writing to demonstrate learning, and writing/communication for realistic purposes and audiences are also housed here.

Authentic writing or Writing for Publication folder – formally known as portfolio writing, any writing that has a real-life purpose and audience.  These are drafts and/or final copies that have been or will be shared with real audiences for real purposes.   (The writer is the expert on the topic and knows more than the reader about the issue being addressed.  The writer has selected the focus, the audience, and the genre and the piece is actually shared with that authentic audience.)  

Literacy – Connection of all aspects of learning: reading, writing, speaking, listening, observing, inquiry, and use of technology.

Writing to Learn – writing that has the purpose of enhancing learning, such as note-making, exit slips, learning logs, etc.  It fosters critical thinking and helps students internalize core content with depth of knowledge.  Audience is the student, himself.

Writing to Demonstrate Learning – writing that has the purpose of assessing learning, such as essay questions, open responses, traditional lab reports, etc.  It fosters critical thinking and helps students internalize core content with depth of knowledge.  Audience is the teacher.  (Audience knows more that the writer about the topic.)

Site-Based Decision-Making Council

The SBDM Council shall form policies for the school’s writing/communications program and, with school leaders and the school’s writing team, shall monitor and annually assess the program to assure its on-going development and to meet state requirements/guidelines and students’ needs.

The SBDM Council, working with school leaders, shall develop a professional development action plan aimed at meeting the needs of teachers and administrators in delivering an effective communications program.

Policy Description- The writing curriculum of Todd County shall be designed so that all students achieve at high levels.  The curriculum shall comply with all applicable state and federal statutes and regulations.
I.  ADMINISTRATIVE SUPPORT AND MONITORING

1. Todd County Principals shall appoint a team or committee for   
guiding the School-Wide Writing Program

· Members shall include the principal, a writing lead teacher, and /or literacy specialist, a collaborating education teacher, a teacher from each grade level, including at least one content area teacher, an SBDM member and/or SBDM parent

· The team shall meet at least four times a year to analyze the School-Wide Writing Program and submit an annual action plan for the program to the principal and the SBDM council

· The team shall submit recommendations concerning needed professional development to the principal, based on review of the writing collections in the classroom writing folders and the cumulative writing files

Related Team Responsibilities:
· Reviewing relevant state documents

· Planning a program that meets state regulations and guidelines and local needs

· Communication with the SBDM and faculty about the program and state requirements and guidelines for writing programs

· Developing with other teachers a school writing/communications plan/chart to use in aligning curriculum, instruction, and assessment

· Analyzing the program; forming plans for its continued development, and communicating with others about it

 2.  Each Todd County School shall create procedures for monitoring 

      classroom folders and cumulative writing files consisting of samples                          
 of individual student work that represent the interests and growth
     of the student over time at every grade level
· A system for monitoring classroom folders and cumulative writing files/portfolios shall be developed at the school level 

· Every grade level team will review working classroom folders, cumulative writing files/portfolios and other data such as walkthroughs, and lesson plans three times a year in order to revise the school writing program

· A monitoring system shall be regularly used to provide feedback to teachers and students

· In March of every year each school will move through the Writing Program Review Process

· A system for passing on students’ cumulative writing files/portfolios from grade to grade and school to school shall be developed at the school level

· Procedures for developing and storing students’ cumulative writing file shall be developed by school leaders

II. INSTRUCTIONAL PRACTICES
3. All Todd County schools shall provide multiple opportunities
for students at every grade level to develop complex communication skills for a variety of purposes across the curriculum

· Communication skills shall include reading, writing, speaking, and listening; these are vertically aligned and complementary processes

· Writing is to be incorporated throughout all subject areas and should be a natural outcome of classroom activities

· Classroom discussions and questioning will be facilitated to construct meaning and make connections about a variety of texts

· Inquiry and research skills will be integrated into a variety of experiences to support students’ literacy skill development

· Students shall be challenged to communicate complex written and spoken arguments, and to substantiate claims clearly

· Students must be provided many opportunities to conference with teachers and peers

· Student prewriting and drafts of various genres must be kept in a classroom writing folder.  At the end of the year, students with teacher collaboration will choose the best work to be put into the cumulative writing file/portfolio (Conferences can occur throughout the year with finished pieces placed in the cumulative file in a progressive manner)

· Students shall be provided opportunities across the curriculum to use writing to learn, writing to demonstrate learning, and writing for publication for realistic purposes
4. All Todd County Schools shall provide technological tools to assist students at every grade level in being creative and innovative members of a global society
· Opportunities shall be provided for students to create, analyze, and evaluate multi-media texts across the curriculum

· Students shall be encouraged to use digital technologies to access, manage, evaluate, and create information as appropriate across the curriculum

· Students shall apply a fundamental understanding of the ethical/legal issues surrounding the access and use of information technologies

· Students shall use technology as a tool to research, organize, evaluate, and communicate information across the curriculum

5. All Todd County Schools shall create procedures for developing students’ cumulative writing file consisting of samples of individual student work that represent the interests and growth of the student over time at every grade level
STUDENTS’ CUMULATIVE WRITING FILE/PORTFOLIO

· Contents of the student cumulative writing file/portfolio at each grade level shall indicate that students are developing communication skills for a variety of purposes and audiences in a variety of forms/modes

· Cumulative writing files/portfolio shall demonstrate that students have engaged in communicating for a variety of purposes in different text types: narratives, informative/explanatory, and argumentative

· At least one piece of writing/ communication in the cumulative writing file/portfolio shall show evidence it has been taken through a full writing process (planning, drafting, revising, editing, presenting) with evidence of different drafts and of feedback to the writer

· At least one piece of writing shall be relevant to student’s content-area study

· At least one piece of writing shall be based on student inquiry/research

· The following general types of writing shall be included at each grade level:

· Writing to learn

· Writing to demonstrate learning

· Writing/communication for realistic purposes and audiences in appropriate forms/modes
· All writing/communication shall demonstrate student’s own higher-order thinking, such as drawing conclusions, interpreting, planning, evaluating, defending a position, problem solving, answering questions, etc.

III. ALIGNED AND ENACTED CURRICULUM
6. All Todd County Schools shall implement an aligned curriculum at every grade level
· Teachers shall implement a curriculum that is aligned to state and national

     standards

· Teachers’ units are aligned with Classroom Assessment for Student Learning  (CASL) initiative

· Teachers’ lesson plans shall reflect a variety of experiences for students to communicate authentically while learning to apply complex 21st century skills

IV. FORMATIVE AND SUMMATIVE   ASSESSMENT
7. All Todd County Schools shall develop a system for providing                   
descriptive feedback to students regarding the writing and 

communication skills demonstrated in their Cumulative Writing 

File/Portfolio at every grade level

· Teachers shall create rubrics and scoring guides that reflect the criteria found the Kentucky Scoring Guide for Writing

· Teachers shall communicate performance expectations with students and others (e.g. parents, other teachers, students, etc.)

· Teachers shall design writing instruction and mini lessons in response to students’ needs based on analysis of formative assessments

· Teachers shall provide students opportunities to evaluate their own work and other’s work

· Students shall be given opportunities to participate in writing response groups/peer conferencing and to reflect on their writing and their progress as communicators

· Students shall use and recognize the value of feedback and make appropriate adjustments in writing, listening, reading, and speaking

· Students shall be encouraged to create their own rubrics for self-assessment based on specific learning goals
V. PROFESSIONAL DEVELOPMENT AND SUPPORT
Teachers and school leaders shall participate in professional development regarding writing instruction provided by the district, school, or other qualified resource

Specific professional development will be provided to address needed areas of growth for teachers to improve student achievement

Examples of Research-Based

Practices for All Teachers

· Maintain a positive, supportive environment for writing and for writers.  Risk-free.

· Help students focus on writing opportunities; for example, through helping students reflect on their experiences, discuss realistic issues, problems, questions, and draw on their learning, reading, and inquiry.  Focusing, an important step in the writing process, means establishing a meaningful basis for writing beyond simply completing a type of writing relevant to the state assessment.

· Arrange for students to write for varied, meaningful purposes – ones relevant to their interests, experiences, inquiry, learning, and lives.  Student choice is critical.

· Focus on strategies and techniques that will help students develop as writers so that they can apply their skills in a variety of situations in their lives:  academic, workplace, civic life, and personal life.

· Include three types of writing:  writing to learn, writing to demonstrate learning to the teacher, and authentic writing.

· Provide opportunities for students to write regularly – across the content areas and grade levels.

· Provide students opportunities for conferencing throughout the stages of the writing process.  
· Engage students in writing processes:  focusing, planning, drafting, revising, editing, publishing, and reflecting.

· Respond to student writing and provide the opportunity for students to respond to the writing of others.

· Involve students in reading a variety of materials and connect writing to reading.

· Involve students in reading and talking about their writing and about the materials they read.

· Promote student ownership of their writing (e.g., decisions, choices, their own purposes and ideas).

· Arrange for students to be engaged in authentic research and inquiry projects that connect to their interests and course material.

· Model writing and arrange for others to model.  Think aloud as pieces are generated in full view.  Critically read samples for the purpose of considering content, structure, and conventions.

· Conduct mini-lessons on writing (i.e., strategies, criteria, methods of development)

· Instruct students to evaluate resources, utilize source material in their writing, and document correctly to avoid plagiarism.

· Help students understand and apply criteria for good writing.

· Provide students with resources for writing (i.e., checklists, diagrams, examples).

· Assess writing and help students reflect on their growth as writers and assess their work and the work of others.  Reflect throughout the year.

· Help students read and talk about writing similar to that they are asked to write.

· Beginning at the Kindergarten level have consistent expectations about grammar usage and mechanics (Don’t allow students to write incorrectly without some type of correction and intervention, students should never get to middle school/high school and not write in complete correct sentences that are grammatically correct)

                       Writing Guidelines
1. All children can and should write.  Written language is one of the prime ways of advancing reading achievement and mastering the conventions of language.  Writing is one of the most complex and important of academic abilities, but purposeful writing (Peters, 1985) should be used as one of the tools for learning other skills, rather than competing for time with content areas during the day.

2. Teachers must help students find real purposes to write.  When the topic matters to them, children work hard to express themselves and craft their work.

3. Students need to take ownership and responsibility.  Writing means making choices and students must be encouraged to choose their own topics and to look critically at their work.  

4. Effective writing programs involve the complete writing process.  Teachers must help children understand the steps of writing by using classroom activities appropriate to each step.

5. Teachers can help students get started.  Skillful teachers help student writers gather and organize material for writing through pre-writing activities.

6. Teachers help students draft and revise.  Students need to know that there are stages to the writing process and that revision is about thinking and communication not just correcting mechanical details.

7. Grammar and mechanics are best learned in the context of actual writing.  Decades of research have shown that isolated skill and drill grammar lessons simply do not transfer to actual writing performance.  Grammar should be integrated into the later stages of the writing process and connected with writing that is important to students, such as expressing their views.

8. Students need real audiences and a classroom of shared learning.  Publication of student writing to a variety of audiences is vital, for example, making bound books, cataloging student work in school libraries, and creating displays in the classroom and other settings outside of school.

9. Writing to learn and writing to demonstrate learning, as well as authentic writing, should extend throughout the curriculum.  Students value writing and use it more when it becomes part of many other learning activities.  Writing is one of the best tools for learning any material since it activates thinking.  Writing for other subjects need not take large amounts of class time—spontaneous and exploratory efforts can easily be used to make learning content areas more engaging and efficient.

10. Effective teachers evaluate writing constructively and efficiently.  They give guidance in brief oral conferences, use folder systems for evaluating cumulatively, focus on one or two types of errors at a time, involve students in goal setting and evaluation, and officially grade only selected, fully revised pieces.

Conferencing Guidelines

In compliance with 703KAR5010, conferencing should adhere to the following guidelines and procedures.

1. Conferencing partners should receive training as to what’s ethical and appropriate regarding student ownership in accordance with The Kentucky Writing Handbook.

2. Conference should be directly linked to the skills being taught.

3. Conferencing can be done in whole groups, small groups, or individually.

4. A conferencing session should focus on one or two patterns of need as demonstrated by the writer/writing.

5. Students retain ownership of the piece, deciding what to add, move, remove and substitute.  Conferencing partners should praise specifically and ask questions similar to what an audience would ask.  Students’ preferences guide the decisions made regarding which revisions are made.

6. Students should not be assigned an arbitrary number of revisions to complete.

7. Conferencing partners should keep records of patterns of need that have been addressed on cumulative forms for the purpose of informing instruction.

8. Conferencing partners may indicate the type and position of an error, but they shall not make direct corrections on the paper.  

9. Conferencing can take place at any stage of the writing process.  

Cumulative Writing File/Portfolio
What is the Official Folder?
The official folder or the cumulative writing file is a collection of a student’s work in which the student and others (e.g., principals, teachers, parents) can see evidence of growth in writing over time.  The official folder or cumulative writing file/portfolio is used to keep samples of student work as they move from grade to grade and shows evidence of alignment of a school’s writing program to the Core Content Standards and Demonstrators from Writing Program Review.  The official folder follows a student from one grade level to the next.

The official folder contains a variety of dated samples of writing that addresses a variety of writing tasks across all content areas as well as multiple drafts of authentic writing.  On a regular basis, the student should review and reflect upon what has been placed in the official folder in order to make decisions about what to select to carry on to the next grade level.

The Program of Studies/Core Standards state that students in all grade levels will write for “a variety of authentic purposes and audiences”, write to learn, write to demonstrate learning and that samples of these types of writing shall be included in the cumulative writing file/portfolio.  Samples should be specific to content-area study, inquiry and research, pieces that have been taken through the full writing process, pieces that have communicated a variety of purposes in different text types,(e.g. narratives, informative/explanatory, argumentative) etc.
Where will the Official Folders be located?

This is to be determined by individual schools, although… it is recommended that homeroom teachers house the cumulative writing files from year to year. (A given time should be designated to pass folders on to the next year teacher)  

How will these Official Folders/Cumulative Writing Files be purged?

At the end of each semester and/or at the end of each school year (specific date TBD) of each school year, students will be involved in the selection of pieces from the classroom writing file and the purging of the Official Folder keeping in mind the kinds of samples required to represent every grade level, genre and content area according to the school’s program.

When should the Official Folder be ready for the next level?
By the end of each semester and/or by the end of May (specific date TBD) of each school year, all writing examples designated by each school should be included in the official folder.  Students will be involved in choosing the best writings from their writing to learn, writing to demonstrate learning, and writing for authentic purposes and audiences pieces in their working folders. 

What will the overseeing of this process entail?  Principals along with their school writing team will decide how the process will look in each school.

The Classroom Writing Folder

Every teacher will be given an expandable manila file pocket for each class period/subject area taught.  Classroom writing folders for individual students will be stored in these files according to class periods/subject areas.  Each student should have a Classroom Writing Folder in each content area class that he’s scheduled to attend each semester.  That folder remains in that content area classroom file until the semester ends.  (Self-contained teachers will house all the folders for each of his or her students and can integrate content areas according to standards based units of study.)  Each student’s classroom folder will contain examples of authentic writing, writing to learn, and writing to demonstrate learning that have been completed in each specific content area.  Examples of the writing process for the authentic writing such as prewriting, revisions, editings… are also kept in these folders.   

When time comes to purge in May, color-coded labels indicating that school year will be purchased by the district and distributed to each content area, as follows: math-red, social studies-green, language arts-blue, science-orange, practical living/vocational studies-black, and yellow for enrichment classes.  Pieces selected to go into the cumulative writing file/portfolio will have labels affixed to indicate the year and the content area in which they were generated/developed.     

All teachers will be given expandable manila folders in which to store their classroom writing folders for their content area(s), one per class period.  Throughout or at the end of the year, pieces are selected by students to be placed in the official cumulative writing folder for that year.  (All teachers are responsible for ensuring that their content area writings are included in the official folder.)  

Each student will have a grade level folder, too.  These will be manila folders and will begin in kindergarten/P1 with a child having one folder added per year.   A child’s grade level folders are each placed in his or her expandable file, which is the cumulative writing file/portfolio.  When a child graduates high school, samples of each kind of writing s/he has done from each school year starting with kindergarten will be housed in this cumulative writing file.  It is recommended that homeroom teachers store the files of their current students to simplify student access.        

In May of each school year (specific date TBD) in each class, the best pieces from each category will be chosen from the classroom writing folders to include in the official cumulative writing file/portfolio to go to the next level. (Some pieces may have been placed previously in the school year, but all pieces must be ready by date provided by individual school)  Students may include more than the minimum required, if they choose.

