
 

 

Documentation Policy 

  

Wheatley Hill Primary School 

 
 

 

 

 

 

 

 

 

 



EYFS Journals 

Introduction to Staff 

This will be the first page in the journal. An introduction to the family group leader. It needs 

to have a photograph of staff member and a short write up about who they are. A little 

getting to know them section. For example: 

“Hi my names Miss Wilkinson and I am the Ladybird group leader, we’re going to have so 

much fun together during your journey in Nursery. When I am not at school, I enjoy spending 

time with my friends and going to the theatre. I can’t wait to learn more about you.” 

Parent Views 

This will be the second page of the child’s journal and will be filled in by the parents when 

the child starts school. Please find template in shared area.  

My First Day 

The third page of the journal will include the child’s first day. This is the first observation you 

will write about the child all about their first day with you titled ‘My First Day’. This is a great 

way to document how they are in the beginning and is a great starting point to then show 

progress over the year. Things to include: 

 How they arrived at school. Confident? Unsure? Nervous? 

 How they settled? 

 Were they independent? Did they need reassurance?  

 How did they cope with routine changes? 

 Were they able to follow instructions? 

 How was their listening and attention skills? Communication skills? 

 Did they have dinner? How were they in a new environment? 

 Include what they enjoyed, and some personal aspects of their day.  

A first day is a full A4 page with a full account of the child’s day from start to finish. They 

need to have three photographs attached and be set out like a long observation.  

The Journey Begins 

Page 4 of the learning journal is where the child’s journey begins, you can start to add the 

various types of observations, pieces of work, celebrations, and focused tasks. Below is a list 

of the various range of documentation you need to include throughout the year. 

1. Long Observation 

 

A long observation should include at least three photos but more can be used if 

needed. Learning must be spoken throughout making clear links to the 

characteristics of learning as well as learning objectives from the curriculum. It must 

be written in a story format, telling the story of the child’s learning process. There 

must also be a separate section at the end of the observation titled ‘Reflection’, 



where the learning and child on a whole is summarised. You can write the 

observation to the child or parent, whichever you feel most comfortable with. Please 

use a white background with Black font and a simple style that is readable. Print A4 

size. 

Long Observations can be of more than one child but remember to reflect on the 

individual child in the ‘Reflection’ section.  

 

2. Captured Moments of Learning 

 

A captured moment is a short note either written or typed about the individual child, 

which can include a photograph. It can be a small sentence or up to a short 

paragraph. It is written in a similar way to a long observation as it tells a short story 

about what the child has done. Ensure learning is spoken throughout using key 

learning words. Rather than reciting what happened think about how it happened 

and the learning that took place. This can also look like a scrap book effect as long as 

learning is spoken throughout and a captured moment slip is written alongside.  

 (Print 2 to a page when a photo is included, 4 to a page when writing only) 

 

3. Children’s work 

 

You can include pieces of work that the children have done.  

A written captured moment could be added to accompany the work to explain the 

learning that has taken place, thinking about the characteristics of learning as well as 

photos and language the children may have used.  

 

4. Celebrations  

 

Group collages, write ups and photos can be added to show the children enjoying 

the different festivals and celebrations throughout the year. i.e. Halloween, Children 

in need, Christmas, Pancake Day etc.  

 

5. Outdoor Education 

 

These types of observations can be set as a scrapbook with photos and details of the 

children’s learning. This could include captured moments summarising the learning 

or their speech.  Make sure to have a detailed account of the individual child’s 

learning not just the group. Think about the characteristics of learning and how each 

child approached the new experiences.  

When using piccollage on an IPAD the ‘wood’ effect background can be used with 

black font for all outdoor education observations. 

Remember long observations can be captured whilst outdoors too.  

 

 



Learning Journal for SEND Bases 

 

Front Cover 

All journals should be portrait orientation with a label on the front. The label must include: 

 White background 

 Blue border 

 Black font 

 Child’s name 

 Child’s photo 

The label then needs to be cut straight and attached to the book using sticky back plastic. Please see 

template in shared area. (Shared area – Academic Year 2019-2020 – SEND – SEND Learning Journals) 

 

Introduction to staff team 

This will be the first page in the journal. An introduction to the staff team in the child’s base camp 

classroom. It needs to have photographs of each member of staff and a short write up about who 

they are. A little getting to know them section. For example: 

“Hi my names Clare, we’re going to have so much fun together during your journey in Base 1. When I 

am not at school, I enjoy spending time with my family and going to the cinema. I can’t wait to learn 

more about you.” 

An example of this can be found: 

 

Parent Views 

This will be the second page of the child’s journal and will be filled in by the parents when the child 

starts school. Please find template in shared area. (Shared area – Academic Year 2019-2020 – SEND – 

SEND Learning Journals) 

My first Day 

The third page of the journal will include the child’s first day. This is the first observation you will 

write about the child all about their first day with you titled ‘My First Day’. This is a great way to 

document how they are in the beginning and is a great starting point to then show progress over the 

year. Things to include: 

 How they arrived at school. Confident? Unsure? Nervous? 

 How they settled? 

 Were they independent? Did they need reassurance?  

 How did they cope with routine changes? 

 Were they able to follow instructions? 

 How was their listening and attention skills? Communication skills? 

 Did they have dinner? How were they in a new environment? 

 Include what they enjoyed, and some personal aspects of their day.  



 

A first day is a full A4 page with a full account of the child’s day from start to finish. They need to 

have three photographs attached and be set out like a long observation. Please see examples on 

the shared area. (Shared area – Academic Year 2019-2020 – SEND – SEND Learning Journals) 

 

Support Plan 

Page four of the learning journal is where you will add the child’s support plan. 

 

SEND Documentation 

Page five of the learning journal is where the child’s journey begins, you can start to add the 

various types of observations, pieces of work, celebrations, and SEND focused tasks. Below is a 

list of the various range of documentation you need to include throughout the year. 

6. Long Observation 

 

A long observation should include at least three photos but more can be used if needed. 

Learning must be spoken throughout making clear links to the characteristics of learning as 

well as learning objectives from the curriculum. It must be written in a story format, telling 

the story of the child’s learning process. There must also be a separate section at the end of 

the observation titled ‘Reflection’, where the learning and child on a whole is summarised. 

You can write the observation to the child or parent, whichever you feel most comfortable 

with. Please use a white background with Black font and a simple style that is readable. Print 

A4 size. 

Long Observations can be of more than one child but remember to reflect on the individual 

child in the ‘Reflection’ section.  

You can find examples of long observations on the shared area. (Shared area – Academic 

Year 2019-2020 – SEND – SEND Learning Journals) 

 

7. Captured Moments of Learning 

 

A captured moment is a short note either written or typed about the individual child, which 

can include a photograph. It can be a small sentence or up to a short paragraph. It is written 

in a similar way to a long observation as it tells a short story about what the child has done. 

Ensure learning is spoken throughout using key learning words. Rather than reciting what 

happened think about how it happened and the learning that took place. This can also look 

like a scrap book effect as long as learning is spoken throughout and a captured moment slip 

is written alongside.  

 (Print 2 to a page when a photo is included, 4 to a page when writing only) 

You can find examples of captured moments on the shared area. (Shared area – Academic 

Year 2019-2020 – SEND – SEND Learning Journals) 

 

 

 

 



8. Captured Moments with a SEND focus 

 

Written same as above only this time it will be about a SEND focus. This will include sensory 

time, SALT, PECS, Communication, Social interactions, Physical activities. In addition, 

activities recommended by outside agencies. E.g. OT’s, EP etc.  

 

Examples of SEND focused captured moments can be found on the shared area. (Shared 

area – Academic Year 2019-2020 – SEND – SEND Learning Journals) 

 

9. Children’s work 

 

You can include pieces of work that the children have done i.e. History, Geography etc. 

Alternatively, you could include a good piece of writing from their English book.  

A written captured moment could be added to accompany the work to explain the learning 

that has taken place, thinking about the characteristics of learning as well as photos and 

language the children may have used.  

You can find examples of good pieces of work on the shared area. (Shared area – Academic 

Year 2019-2020 – SEND – SEND Learning Journals) 

 

10. Celebrations  

 

Group collages, write ups and photos can be added to show the children enjoying the 

different festivals and celebrations throughout the year. i.e. Halloween, Children in need, 

Christmas, Pancake Day etc.  

 

11. Outdoor Education 

 

These types of observations can be set as a scrapbook with photos and details of the 

children’s learning. This could include captured moments summarising the learning or their 

speech.  Make sure to have a detailed account of the individual child’s learning not just the 

group. Think about the characteristics of learning and how each child approached the new 

experiences.  

When using piccollage on an IPAD the ‘wood’ effect background can be used with black font 

for all outdoor education observations. 

Remember long observations can be captured whilst outdoors too.  

 

Please see the shared area for examples of outdoor education observations. (Shared area – 

Academic Year 2019-2020 – SEND – SEND Learning Journals) 

 

 

 

 

 



Captured Moment Examples 

 

A captured moment is a short note either written or typed about the child, which can 

include a photograph. It can be a small sentence or up to a short paragraph. It is written in a 

similar way to a long observation as it tells a short story about what the child has done. 

Ensure learning is spoken throughout using key learning words. Rather than reciting what 

happened think about how it happened and the learning that took place. (Print 2 to a page 

when a photo is included, 4 to a page when writing only) 

 

 

 

 

 

 

 

 

 

 

 



 



Long Observation Examples 

A long observation should include at least three photos but more can be used if needed. Learning 

must be spoken throughout making clear links to the characteristics of learning as well as learning 

objectives from the curriculum. It must be written in a story format, telling the story of the child’s 

learning process. There must also be a separate section at the end of the observation titled 

‘Reflection’, where the learning and child on a whole is summarised. You can write the observation 

to the child or parent, whichever you feel most comfortable with. Black font and a simple style that 

is readable. Print A4 size. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Outdoors Ed Observations Examples 

These types of observations can be set as a scrapbook with photos and details of the children’s 

learning. This could include captured moments summarising the learning or their speech.  Make sure 

to have a detailed account of the individual child’s learning not just the group. Think about the 

characteristics of learning and how each child approached the new experiences.  

When using piccollage on an IPAD the ‘wood’ effect background can be used with black font for all 

outdoor education observations. 

Remember long observations can be captured whilst outdoors too.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Things to consider… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Floorbooks 

We use Floorbooks at Wheatley Hill Primary School to record children’s learning journey 

throughout the year. We use them to capture learning, discussions, vocabulary 

development and practical learning. We do this through photographs, observations, 

children’s voice, pieces of work and written descriptions. All classes must maintain a high 

quality floorbook that tracks the learning story of the class topic showing curriculum 

coverage and incorporates elements of continuous provision, enrichments and challenges. 

Floorbooks must always be available, shared and celebrated. 

All floorbooks need to have a child friendly front cover, outlining who the book belongs to. 

This can be linked to class name or group. You can then begin your book showing off the 

children’s learning. 

EYFS Floorbooks 

Topic – 

The floor book should tell the story of the topic your children are learning in class. You can 

create a page around each activity linked closely with the progression documents. 

Remember to include a title, written description of learning as well as photographs and 

children’s thoughts and ideas on each page. Where suitable you may add individual 

children’s learning through observations when linked to topic.  

Forest school – 

Examples of children’s experiences at forest school and outdoor education should be 

evident throughout your floor book. You can do this with photographs, long observations 

and captured moments. As well as writing down the children’s own speech and ideas. 

(Nursery and Two’s Provision will also share forest school learning throughout learning 

journals) 

Celebrations – 

Another great aspect of your floor book can be examples of any celebrations your children 

have enjoyed together. 

 

SEND Floorbooks need to include: 

Topic – 

The floor book should tell the story of the topic your children are learning in class. This can 

be an overview each week of the different areas you have covered. You should try to 

complete at least one page of topic each week. Remember to include a title, written 

description of learning as well as photographs and children’s thoughts and ideas on each 

page. Where suitable you may add individual children’s learning through observations when 

linked to topic. 

Forest school – 

Examples of children’s experiences at forest school and outdoor education should be 



evident throughout your floor book. You can do this with photographs, long observations 

and captured moments. As well as writing down the children’s own speech and ideas. 

Celebrations – 

Another great aspect of your floor book can be examples of any celebrations your children 

have enjoyed together. 

 

Mainstream Y1-Y6 Floorbooks need to include: 

All Mainstream classes need to have two floorbooks per class, Topic and Practical Learning. 

Topic – 

The floorbook should tell the story of the topic your children are learning in class. This can 

be an overview each week of the different areas you have covered. You should try to 

complete at least one page of topic each week. Remember to include a title, written 

description of learning as well as photographs and children’s thoughts and ideas on each 

page.  Try to include as many captured moments and long observations as possible, showing 

off group and individual learning linked to your topic. 

Practical – 

Examples of children’s experiences at forest school and outdoor education should be 

evident throughout your floor book. You can do this with photographs, long observations 

and captured moments. As well as writing down the children’s own speech and ideas. 

Ensure scientific opportunities and real life learning opportunities are included within the 

floorbook. You can do this with photographs, observations and pieces of work.  

 

 

Floorbook Examples  

 

 

 

 

 

 

  

 

 



Floorbook Examples 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Floorbook Examples 


