Literacy Coordinator Working Checklist
The information below is designed to form a summary working checklist of actions to be taken at certain intervals. 
Responsibilities with regards to Accelerated Reader, intervention and transition activities may vary between academies. This list is intended to emphasise the importance of tracking and supporting those students who are more than two years below their chronological ages and improving the literacy learning outcomes for all learners. 
	
Timing 
	
Actions to be taken
	Completed/ further actions

	DAILY
	· Monitor AR dashboard. Investigate fluctuations in participation and success percentages. 
· DEAR sessions.
· Intervention sessions

	



	Timing
	Actions to be taken
	Completed / further actions

	Once a week
	· Monitor performance of students identified as two years below chronological age on AR. Intervene as appropriate. 
	

	
	· Monitor participation and success rates on the AR system of classes of students and intervene with tutors to chase participation. 

	

	
	· Confirm new WOW factor word within briefings

	



	Timing
	Actions to be taken
	Completed / further actions

	Once a fortnight
	· Monitor impact of AR. View diagnostic reports for all tutor groups (or classes, depending on how this has been organised).

	

	
	· Highlight students who have not quizzed at all, or not regularly and those who may need to change their reading material to raise their success rate on the system. Download the diagnostic reports for tutors to engage in reading learning dialogues with their students.

	




	Timing
	Actions to be taken
	Completed / further actions

	Every half term
	· Conduct snapshot literacy observations and take staff (and student if appropriate) feedback to evaluate the impact of the last half termly literacy focus. Literacy working party to support. Share findings with whole staff.

	

	
	· Conduct book sampling activity to monitor impact of literacy strategy and to view implementation of whole academy literacy marking policy and peer and self-assessment activities. Literacy working party to support. Share findings with staff.

	

	
	· Inform staff of new half termly literacy focus and provide resources or support as required. Ensure that all classrooms have the new literacy focus on display (use literacy working party members) and that tutors have the information to pass on to their student at the beginning of each half term. 

	

	
	· Lead formal meetings each half term with the literacy working party to support in monitoring of the strategy and assessing the impact of the initiatives on students’ literacy learning. 

	

	
	· Review Literacy CPD evaluations and identify next steps. Identify staff that may require additional coaching or mentoring. Identify coaches or mentors and liaise accordingly.

	

	
	· Provide opportunities for staff to share and celebrate best literacy practice in a public forum e.g. briefings, visiting departmental meetings, via the moodle. 

	

	
	· Monitor progress of learners in the intervention schemes in liaison with the peer tutors, LSAs or other staff involved. Review as appropriate. 

	

	
	· Organise an AR or literacy progress celebration assembly for students to receive certificates of achievement and to conduct prize draw.

	







	Timings
	Actions to be taken
	Completed / Further actions

	Once a term
	· Following each star test of students on the AR system, re-issue the reading range reports to all staff for entering into record books/tracking and to enable appropriate differentiation of reading material for all learners.

	

	
	· Compile growth summary report using the information on the AR system to demonstrate growth in students’ reading ages and to identify underachievers. 

	

	
	· Compile and deliver a report to Governors on the impact of the whole literacy initiative across the academy.
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	Timings
	Actions to be taken
	Completed / further actions

	End of academic year
	· Oversee roll over of AR data. Collate final growth summary information and report to Governors.
	

	
	· Collate staff evaluations of the literacy CPD for the year and plan input for next academic year.
	

	
	· Ensure that appropriate literacy interventions are in place for the new year 7 and for existing students. 
	

	
	· For students who are two years below chronological age- liaise with parents, tutors and teachers to review intervention strategies for next year. 
	

	
	· Prepare and deliver Summer Literacy Academy (years 6, 7, 8)
	






