Burnham Copse Primary School

Policy for Policy-making

Aims:   To provide clear framework for all other policies.


To provide a clear format for policy-writing.

To provide guidelines on process, content, presentation and production of  policies.

All policies should be clear and precise in setting clear aims as a header after the title. Curriculum policy statements should aim to be no longer than one (doubled-sided) sheet of A4, single spaced type, but double-spaced between paragraphs. Some non-curriculum policies may be longer, but should be kept as concise as possible. Additional guidelines may be produced to support the policy statement if it is deemed necessary.

All headings and aims should be bolded and the typeface " Arial" point 11 used.

Paragraphs following the aims should extend and explain the strategies to be employed in meeting these aims and should broadly follow the headings of: 



People Resources



 Material Resources



 Skills progression


Special Educational Needs and Inclusion



Opportunities for Speaking and Listening 



Opportunities for the use of ICT


 Aspects of safety / risk assessments
The style of writing used in the policies must be clear and precise in setting the content and delivery methods and should recognise the fact that policies are for the whole school community.

Statements should be included to cover provision for Special Needs children ie. the less able and the more able, cross-referencing to other policies where appropriate.

Statements should also be included to cover assessment and monitoring techniques as well as the vehicles for reporting to Parents.

The end of each policy should have a footer to identify an issue date and a page number.

The process of (curriculum) policies should generally be:

1. Subject co-ordinator facilitates a staff discussion of practice.

2. Common practices are pulled into common goals.

3. All staff identify strategies and agree on commonality.

4. Co-ordinator writes a draft policy from the notes of meeting.

5. Draft policy is reviewed and amended a necessary.

7. All staff ensure that the policy is reflected in classroom / whole school practice.

8. All ratified policies will be kept in a central area where they are readily available to Staff, Governors and Parents.

9. All policies will be reviewed on a rolling cycle.
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