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How to use the Progress Journal

The aim of this Progress Journal is to help you keep a record of the work you are undertaking in school, in order to reflect on what you are doing and to record the impact it is having on outcomes for your pupils.  The Journal was created in response to feedback from schools, but completing this Journal is entirely optional in the Commitment process and is only for your own reference.

You may want to keep a record of your journey through the Communication Commitment and use this information to share with colleagues, your governing body, parents and pupils and even Ofsted.  

This Journal will suggest some ways in which you might want to record your journey through the Commitment process and help you to review, reflect on and record the impact you are making at each stage.  

· Section one: Communication Commitment Review Checklist –The Communication Commitment Review Checklist helps you to get an overview of how your school is currently working to give you a better idea of where you want to focus the five actions you will take for the Commitment. 
· Section two: What are our actions? – Once you have chosen your actions, attach your Action Plan here. Before you set out, you might like to reflect on what existing strengths you will be building on in school and what you think the challenges will be. You can find this section on page 8.
· Section three: Where do we want to get to? This section will help you to reflect on where you  are and where you want to get to. You can also use this table to think about how each action links to your school development. This section is on page 10.
· Section four: How are we progressing? This section will help you to reflect on how you are progressing through the Commitment, what is going well and what could be improved. You can also record any measures or data that you are reviewing at each of these milestones. You can find this table on page 12.
· Section five: What has been the overall impact in school and what have we learnt? This section will help you to reflect on the overall impact you have made in school and the lessons you have learnt along the way; find this section on page 14.
Remember! Some of your actions in Steps 1 and 2 of the Communication Commitment may be quite ‘light-touch’ and you might only make quite brief notes in this Journal. Or you might have a better way of recording your progress that you have developed in school. Either way, don’t forget to share your experiences with other schools through the ‘Share Your Stories’ feature on the Commitment website and through the questions you are given when you complete your Action Plan online.  
Section one: Communication Commitment Review Checklist

The following tables are linked directly to the Commitment’s five priority areas and suggested ideas for your Action Plan; they allow you to rate your school green, amber, or red on each action and give details of your work in each area. This is a useful exercise to get an overview of how your school is currently working to give you a better idea of where you want to focus the five actions you will take for the Commitment. You may also decide to use the checklist to identify further areas of work in the longer term.

It’s suggested a member of the senior leadership team takes responsibility for the review process, and that the checklist is discussed with key members of staff in order to ensure a cohesive review process enabling the most appropriate and impactful Action Plan for your school. 

[image: ] (
You may wish to  identify how your school is working to implement the 2014 SEND Code of Practice here.  For more information, see the specific download, ‘The Communication Commitment and the 2014 SEND Code of Practice.’
)

	Priority area
	Actions   
	R
	A
	G


	Current activity
Comment here on how you currently support this area and/or whether it might be one of your chosen actions 

	School leadership  
	1.1. We have someone on the senior leadership team and on the governing body with responsibility for communication policies.

	
	
	
	

	
	1.2. We have clear and explicit actions linked to children’s communication development in our short-, medium- and long-term planning.

	
	
	
	

	
	1.3. We actively support an understanding of communication and speech, language and communication needs in all staff.

	
	
	
	

	
	1.4. We are confident in our strategy for identifying children who are struggling with communication; the prevalence of children with speech and language difficulties in our school matches evidenced expectations, considering our context.

	
	
	
	





	Priority area 
	Actions   
	R
	A
	G


	Current activity
Comment here on how you currently support this area and/or whether it might be one of your chosen actions 

	Staff 
development
	2.1. All staff are aware of the importance of communication for learning, literacy, behaviour and social interaction.

	
	
	
	

	
	2.2. We have key members of staff who undertake professional development activities focussing on communication and pass these skills on to other staff members.

	
	
	
	

	
	2.3.  Our staff implement a range of classroom strategies to support communication across school, which are monitored through professional development and peer observation.

	
	
	
	

	
	2.4. As a staff group, we have systematic ways to share best practice for supporting communication throughout the school, capitalising on expertise within our staff team.

	
	
	
	




	Priority area 
	Actions   
	R
	A
	G


	Current activity
Comment here on how you currently support this area and/or whether it might be one of your chosen actions 

	Communication-friendly schools
	3.1. We have at least one communication-supportive strategy that is used throughout the school, e.g. students are given opportunities to talk, staff model good talking for learning in the classroom, questions are used to support talking and thinking, and talk time is given to students.

	
	
	
	

	
	3.2. We have at least one visual support strategy that is used throughout the school, e.g. use of visual timetables, talking frames, signs and symbols. 

	
	
	
	

	
	3.3. Our procedures for lesson planning ensure systematic inclusion of speaking and listening activities relevant to the lesson and based on good practice.

	
	
	
	

	
	3.4. Our students understand what is meant by a communication-friendly classroom.

	
	
	
	




	Priority area 
	Actions   
	R
	A
	G


	Current activity
Comment here on how you currently support this area and/or whether it might be one of your chosen actions 


	Supporting pupils with SLCN
	4.1. All staff have a basic understanding of SLCN, both for children with long-term needs and those with language delay.
	
	
	
	

	
	4.2. Teaching staff are confident they would be able to identify a child with speech, language and communication needs that they were teaching and know the process within school for flagging concern.

	
	
	
	

	
	4.3. Staff are aware of all the interventions currently used in school to support children with speech, language and communication needs.

	
	
	
	

	
	4.4. The leadership team know how to commission the most effective speech and language support; for the school as a whole, for identified pupils with SLCN or for a whole-school graduated approach.

	
	
	
	




	Priority area 
	Actions   
	R
	A
	G


	Current Activity
Comment here on how you currently support this area and/or whether it might be one of your chosen actions 


	Engagement with parents, families and employers
	5.1. Parents are aware of the importance of communication and the process for flagging any concerns. 
	
	
	
	

	
	5.2. Communication is integral to our engagement with the wider community, linking to what employers, higher education and others are looking for in students.

	
	
	
	

	
	5.3. Our young people have opportunities to practise specific communication skills in relation to life beyond school.
	
	
	
	

	
	5.4. Communication skills are integral to our feedback and interactions with parents regarding their children’s progress.
	
	
	
	






Section two: What are our actions?
The Communication Commitment site and completion of the Review Checklist will help you tailor your five key actions to your school’s needs, enabling you to put communication at the heart of your school. You will generate your own personalised Action Plan that you will share with colleagues, pupils and your wider school community, based around the following priority areas:

· School leadership
· Workforce development
· Communication-friendly schools
· Support for pupils with SLCN
· Engagement with parent, families and employers

You can print a copy of the Action Plan and include it in this progress journal. You might also like to make notes below on your current strengths in school and how you can build on them through the Commitment. You may also wish to note any challenges you may face. If you have used the Communication Commitment Review Checklist you might like to refer to this here.

	What strengths are you building on in school around communication?

	





	What do you think the challenges will be in completing your actions?

	













Attach your personalised Action Plan to this page for easy reference!
Please copy and paste your Action Plan digitally onto this page or attach your printed copy onto this page if you are completing it by hand.







Section three: Where do we want to get to? 
The table below will help you think about where you are now in school in terms of communication and where you want to get to. For example, are all your senior leaders aware of communication at the moment? Do all your staff have the information and training they need? Are you confident you are identifying all your pupils who need support? In terms of where you want to get to, think about what will be different in school when you have focused on this area. This might be quite a small specific change – it all counts. You might also want to think about how your actions in each priority area link to your overall school development, including how your school is implementing the 2014 SEND Code of Practice. 

	Where are we now?

	Where are we trying to get to?
	How does this link to school development?

	Priority area one: School leadership









	Priority area one: School leadership
	

	Priority area two: Workforce development








	Priority area two: Workforce development
	

	Where are we now?

	Where are we trying to get to?
	How does this link to school development?

	Priority area three: Communication-friendly schools 







	Priority area three: Communication-friendly schools 
	

	Priority area four: Supporting pupils with SLCN








	Priority area four: Supporting pupils with SLCN
	

	Priority area five: Engagement with parents, families and employers








	Priority area five: Engagement with parents, families and employers
	



Section four: How are we progressing?
This section gives you space to record your achievements for each action. You might like to set aside specific times to reflect on your progress and achievements for each action. This may vary depending on your actions and how long they may take.

When reflecting on each action, first note down any data or progress using any particular measures you have chosen. Then you might want to reflect on the changes more generally - what is going well, what’s still to be completed and anything you’d like to maybe improve or extend. You can complete this during the process and then of course at the end.  

	
	Reflections and achievements at first milestone  ..../..../....
	Reflections and achievements at second milestone ..../..../....
	Reflections and achievements at final milestone..../..../....

	Priority area one: School leadership







	









	
	

	Priority area two: Workforce development









	




	

	

	
	Reflections and achievements at first milestone  ..../..../....
	Reflections and achievements at second milestone ..../..../....
	Reflections and achievements at final milestone..../..../....

	Priority area three: Communication-friendly schools






	
	
	

	Priority area four: Supporting pupils with SLCN






	
	
	

	Priority area five: Engagement with parents, families and employers





	
	
	



Section five: What has been the overall impact on school? What have we learnt?
This section helps you to record what the overall impact of making the Commitment has been on school and what lessons you have learnt.

Below there is space to make notes on four questions. You should include any data or evidence on each of these questions. You will also be asked these questions when you complete your personalised Action Plan online, and you might also want to share your experiences with other schools through the ‘Share Your Stories’ feature.

	What is the thing that you are most proud of achieving in school through the Communication Commitment?

	













	In general, what has been the impact on pupils of the school’s  commitment to communication?

	













	How has your school changed its practice in how it works around communication or in supporting children with SLCN?

	
















	What lessons have you learnt through making the Communication Commitment?
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