Eastern Elementary School Writing Policy 

Component:  Communication Folders


Rationale:  Students at all grade levels must have working folders.  (703KAR 5:010 Writing Portfolio Procedures)  All language arts teachers will organize and manage school working folders according to the following guidelines. A working folder is a collection of a student’s work in which the student and others (e.g., principals, teachers) can see evidence of growth in writing over time. The working folder should include a variety of dated samples that address a variety of writing tasks and show evidence of conferencing and revision. Most often this folder contains multiple drafts of a piece of writing. Not all entries in a working folder are full process pieces.

703 KAR 5:010 Writing Portfolio Procedures

Section 2:  School and District Writing Programs

(1) A School shall provide writing instruction and authentic writing opportunities at all grade levels and shall develop a procedure to collect working folders that include writing pieces at non-accountability levels for possible inclusion in the accountability portfolio.  This writing shall align to all portfolio categories and the content areas being studied.  A school shall not wait until the accountability year to instruct the types of writing appropriate for inclusion in the writing portfolio.

(2) A writing piece in the working folder may be revised or edited by the student for inclusion in the accountability portfolio or it may be used as a finished product and included in the accountability portfolio.

(3) A writing piece in a working folder shall comply with the Program of Studies, 704 KAR 3:303.

(4) A district shall assist schools in managing working folders by enabling transition from one school level to the next (elementary school to middle school to high school).  When a student transfers to another school or district, the working folder shall be sent to the receiving school along with the student’s transcript.

	Plan


	Timeline


	Method of Monitoring


	Needs



	· During the writing process, all teachers shall follow the ETHICAL procedures as outlined in 703 KAR 5:010 Writing Portfolio Procedures to ensure student ownership of the work.

· Working folders shall include dated writing samples of various genres written for a variety of authentic purposes and audiences.  These samples may include writing to learn, writing to demonstrate learning, multi-media presentations, recorded speeches, blogs, and or videos/digital recordings to represent real world forms of communication.

· Working folders shall contain evidence that writing has been taken through the stages of the writing process (prewriting, rough drafts, revising, and editing).
·  Each student shall have a classroom working folder located in their room during the school year.  At the end of the year, pieces chosen from classroom folders will be placed in the working folders located in the library.
· Each student shall have 3 published* pieces in their working folder each year.  These pieces should include a narrative, opinion and informational piece.  

      *Published pieces are those that have been taken through the entire writing process.     

      *Published pieces may be completed in any order or as coincides with 
       curriculum map.

· Pieces in the working folders should show evidence of conferring.
· At the end of each grade, students shall have the opportunity to purge their working folders.  All published and draft pieces written in fourth and fifth grades must remain in the working folder to be sent to the middle school.

· The principal shall be responsible for transferring the working folders to the middle school. 
	All school year

Published piece 1: by Winter Break

Published piece 2:  by end of March                       Published piece 3:  by end of school

End of school year
	The principal and the literacy committee shall monitor working folders for appropriate samples and evidence. 

Published pieces will be monitored during PLC meetings.

Fifth grade teachers and principal
	Folders

Filing Cabinet



Component:  On-Demand Writing 

Rationale:  Students at grade five will be assessed in writing by responding to an on-demand writing prompt and completing a multiple choice section on editing and revising.  Therefore, in order to prepare for the on-demand writing assessment and develop as writers, students at all grade levels will plan, draft, revise and edit pieces based on on-demand writing prompts and use multiple choice questions to assess revising and editing skills.  

	Plan


	Timeline


	Method of Monitoring


	Needs



	· Kindergarten, first grade and second grade students shall complete an on-demand writing assessment with a multiple choice section each year in the spring.  

· Third grade, fourth grade and fifth grade students shall complete an on-demand writing assessment with a multiple choice section twice a year.  (One in the fall semester and one in the spring semester.)  One assessment should include a passage in which students will respond.
· During PLC (Professional Learning Community) meetings, teachers shall analyze the on-demand writing assessments using a school developed scoring guide.  Teachers shall also score the multiple choice assessments and provide an analysis of the scores. 

*On-demand writing prompts shall ask students to narrate, inform or give an opinion.
**Multiple choice assessments should provide age appropriate passages and several multiple choice questions that direct them to the passage in order to model real revising and editing.  (K, 1, 2:  5 multiple choice)  (3, 4, 5:  10 multiple choice)
	This component is to begin 2011 – 2012 school year.

	PLC groups shall be responsible for carrying out this component.   
	Sample writing prompts

Sample multiple choice questions and      passages




