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1. Background

· This document is intended to give all teaching staff information on our Homework and Revision policy.  It should be used to review current departmental practice in setting homework and revision for the wide variety of pupils whom we teach.  

2. Basic Principles

· Homework and structured revision has a key role to play in giving responsibility to pupils for managing their own learning and has a part to play in making them more able to be ‘confident, ambitious and successful learners’. (CfE 2005) 

· Homework and revision may be used to support the curricular and learning objectives of the course. Regular structured revision of all course work is an important part of homework. 

· Homework and structured revision should be given in a consistent and fair way, with due regard to the whole curriculum a pupil is studying. It is difficult to give a definitive allocation to time spent at home on homework, particularly taking into consideration the varying nature of subject tasks and the varying abilities of pupils. However if the expectation is built in that structured revision is also part of the equation then the following guidelines can be issued as general recommendations.  A minimum of ten hours a week for S5/6, eight hours a week for S3/4, five hours a week for S2 and three hours a week for S1. This time includes weekends. The Prospectus will publicise this to parents. The Prospectus will also make the point that there are times when there is no homework issued, but there is always structured revision of the day/week’s work to complete.

· Homework, where appropriate and possible, should be differentiated to meet the needs of each learner. The form of differentiation may vary, for example, differentiation in terms of outcome expected. Nevertheless, all departments/faculties should consider the broad range of pupil abilities when planning all homework tasks.

· Pupils have a responsibility to submit homework as required. There may however be mitigating reasons for the lack of homework and information should be sought from the appropriate PT (Pastoral Care) about any child in question. It should be recognised that although Meldrum Academy expects pupils to complete set homework revision and will continually reinforce this aim with parents, legally a school cannot enforce the completion of homework and revision and any further action has to be carefully managed.

· Meeting additional requests for homework from parents can be difficult at times.  Nevertheless, we should try to provide such assistance as far as possible.

· Homework and revision must be valued. Meaningful feedback and advice should be given to pupils in some form or another as soon as is reasonably possible.

· Parents should be involved in supporting pupils in their homework and revision.  Parents need information about the nature, purpose and relevance to the curriculum of the kind of tasks set.  To some extent this is already done through information given in the S1/2 course information booklet that we have issued.  A number of departments may go beyond this by providing pupils with homework and revision booklets/guides of various kinds. 

· In order to assist youngsters without access to basic reference/support materials at home, lists of recommended materials should be given to Mrs Robertson or Library staff, so that they can be made available for all pupils when funding allows.

· To support pupils in recording details of homework and revision tasks effectively, homework and revision should be issued at the early stage of a class lesson with clear written instructions that a pupil can follow and enter correctly in their Planner. 

3. Homework Club (‘Catch Up’)

· The ‘Catch Up’ club is staffed voluntarily by members of teaching staff every day, for half an hour at lunchtime. This facility provides a supportive environment for pupils and enables them to study and manage homework and revision effectively. It is recommended that the role of ‘Catch Up’ club as an opportunity to complete homework during the school day should be promoted as much as possible by teaching staff.

4. Summary of Purposes of Homework and Revision

The purpose of homework and revision will vary within and across subjects, but is likely to fall into at least one of the following categories:

· reinforcing, consolidating in-class learning;

· continuing a task begun in class;

· allowing skills and knowledge to be transferred from one context to another;

· encouraging information gathering, research, learning to take place beyond the school;
· developing skills which will be required in the more senior years of school;
· encouraging redrafting of work to promote reflection and personal responsibility;

· assisting the development of the skills of good personal organisation, meeting of deadlines and independent learning.

It is recognised that the above headings pre-suppose pupil training and experience in managing independent study. In primary school, pupils have begun to learn and apply these skills and our role in the secondary school is to further develop and consolidate previous learning.  It is incumbent on all subjects to give pupils the opportunity to reinforce independent study.

5. Homework Not Completed: Steps to Action.

· When a pupil has failed to complete a piece of homework or revision despite support and at least one reminder this fact should be drawn to the attention of parents/carers through the issuing of a letter  at Appendix 1A.

· Should the problem persist this should be referred to the PT who would then issue letter at Appendix 1B.

· Further action would then be taken by PT/Pastoral Care/ Year Head.


· Office staff would maintain a spreadsheet of letters issued which would be copied to Pastoral Care on a weekly basis.

It is important that problems are dealt with at an early stage and not allowed to continue.  It is too late at the Report stage, to include a comment regarding persistent concerns with homework over the session when there has been no action taken by the class teacher.  Parents would be entitled to be critical of our failure to alert them to the problem at a much earlier stage in the session in such circumstances.

6.Pupil Planner 

This policy refers to both homework and revision. In each Meldrum Academy Pupil Planner the point is emphasised that homework will be given at set times, but revision is ‘on going’.  Please see pages 12-13 of the Pupil Planner for details. The point is made that: 

‘One hour of homework and revision completed every evening between first and fourth year is the equivalent to one extra year at school.’

The Pupil Planner is a key tool in managing and monitoring set homework. Staff should encourage pupils to have their planner out on their desk every period and enter the information regarding any homework or revision task in their Planner.  A procedure as outlined below will be established to reinforce the regular use of pupil planners. 

1. Parents will be requested to check and sign the Planner weekly and class teachers are encouraged to check the Planner in relation to homework and revision set by their subject regularly. 

2. Tutors will attempt to check all Pupil Planners in their class weekly. A tick box grid sheet (appendix 3) will be supplied to help tutors with this exercise. 

3. Tutors should regularly remind pupils that a parent must sign their Planner weekly. Where, despite this regular message, a parent has not signed a Pupil Planner for two consecutive weeks, the tutor should inform the appropriate PT Pastoral Care using the standard Planner Referral Form (appendix 4). 

4. The PT Pastoral Care will send a letter to parents reminding them of the importance of signing the Planner as partners in the education of their child. 

5. The SMT/Pastoral Care Team will do ‘spot checks’ on Planners to encourage regular use. 

6. The school office holds a supply of planners for those who have lost them.  The replacement cost to the pupil is currently £2.00. It is not acceptable for a pupil to deface their planner and if a tutor has concerns about the state of a Planner they should report this to the appropriate PT (Pastoral Care) who will further investigate the matter with the pupil.
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LP/ko

Date:

Dear 

RE:






CLASS:

At Meldrum Academy we consider homework and revision to be an important and integral part of the course. The proper completion of homework, to the best of the pupil’s ability, is essential for their future success in their studies.

I am concerned therefore that _________________has either failed to complete the piece of homework detailed below despite being reminded, or has submitted work well below the standard of which he/she is capable.  Help is readily available within Departments at lunch times or after school and at the whole school catch up club in the library.  These give pupils many opportunities to flag up any problems with homework well before the due date.

The homework outstanding is:

1.

2.

3.

The new return date is: 

This letter is to alert you to the situation in the hope that with your support, this and future homework will be completed on time and to the best of his/her ability.

In the event of continuing failure to meet deadlines the matter will be referred to the Principal Teacher. 

Yours sincerely

Class Teacher  
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LP/ko

Date:

Dear Parent/Carer

RE:





CLASS:

You will be aware that the class teacher has already expressed concern about the submission of homework.

This has been brought to my attention and I will speak with __________________ to ascertain the reasons for non-completion of the work detailed below.  In addition to the homework catch up club in the Academy, pupils have been offered the opportunity to work in this department at a lunch hour or after school as arranged with the class teacher or myself.

Pupils not availing themselves of this support to address the problem of non-completion of homework will thereafter be referred to Pastoral Care and Year Heads.

The homework outstanding is:

1.

2.

3.

The new return date is: 

Yours sincerely

Principal Teacher  

EXAMPLE: MELDRUM ACADEMY HOMEWORK AND REVISION CARD


Issued by …………………………………………………………………………………..

Week Beginning ……………………………

Pupil’s Name ……………………………………………………………………….…….

Class ……………………………………………….

To Pupil:  
Hand this card to your class teacher at the beginning of each period and collect it at the end.  Take the card home each day, show it to your parents and obtain a parental signature.  Bring the card to you Pastoral Care Teacher before registration each morning.

To Staff:
Please comment on the punctuality and level of effort in homework and revision of the above pupil in your class by entering one (or two where appropriate) of the following grades:

S = Satisfactory, U = Unsatisfactory, L = Late submission, 

N = Not submitted.  Please also add your initials.

	PERIOD/

DAY
	REG
	1
	2
	3
	4
	5
	6
	PARENT’S SIGNATURE
	PASTORAL CARE

SIGNATURE

	MONDAY
	
	
	
	
	
	
	
	
	

	TUESDAY
	
	
	
	
	
	
	
	
	

	WEDNESDAY
	
	
	
	
	
	
	
	
	

	THURSDAY
	
	
	
	
	
	
	
	
	

	FRIDAY
	
	
	
	
	
	
	
	
	


Pastoral Care Teacher will discuss staff grades with pupil; advise, praise or reprimand as appropriate; check parental signature; determine appropriate follow-up; file card.

EXAMPLE OF GRID SHEET

Please note a copy of this sheet will be appended to your class register for ease of use.

Meldrum Academy

Pupil Planner Checklist

Name of Teacher Room No.

Tutor group

	WEEK BEGINNING


	03 02 2003
	10 02 2003
	17 02 2003
	24 02 2003
	03 03 2003

	Pupil 1
	
	
	
	
	

	Pupil 2
	
	
	
	
	

	Pupil 3
	
	
	
	
	

	etc
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



PLANNER REFERRAL FORM

Name of Tutor………………………………………………………………………

To PT Pastoral Care (name)………………………………………………….

Date …………………………………………………………………………………………

The following pupil has not had his/her Planner signed by parents for two consecutive weeks.

Name and class of Pupil …………………………………………………………………………………….

Additional information from Tutor (optional)

Action by PT Pastoral Care

Letter sent to parents/guardian    FORMCHECKBOX 
      Date sent………………………………….

Homework Monitoring Form issued  FORMCHECKBOX 
      Date issued…………………………………

HOMEWORK CHECKLIST FOR DEPARTMENTS/FACULTIES

1. Is there a consistency within the department regarding the setting of homework/revision?

2. How do we support pupils who do not complete set homework?

3. What kind of information do parents need on the nature and extent of homework and revision, which will be given at different stages?

4. How does a particular piece of homework or revision enhance learning?

5. Is it closely linked to coursework?

6. Is its purpose clear to pupils?

7. Are the instructions issued to pupils clear?

8. Has adequate time been given during the lesson to note the homework or revision – not a last minute rush?

9. Is sufficient time being allowed to enable homework or revision to be done properly?

10. Do pupils know how to get help with homework or revision?

11. Are there ways in which we could differentiate it?

12. Are resources available to pupils to complete the work?

13. In cases where the task is substantial, how do we monitor and support pupils in completing the task?

14. How well do we provide feedback to pupils and parents regarding successes and/or areas still requiring attention?

15.
Does the homework or revision we set stretch the most able in the group? 
16.
Does the homework or revision provide support for those who are having difficulties, allowing them to respond at their own current level of capability?
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