

[image: image2.jpg]Josept’




School Policy

POLICY FOR THE ASSESSMENT AND EVALUATION OF PUPIL PERFORMANCE

APPENDIX 1

1. Marking
This should be constructive, honest, consistent and clearly written in a way the children can understand.  Consideration should be given to children’s expressed view that a colour other than red should be used.  While all work will be marked, it is accepted that some types of work - eg factual knowledge tests - are perfectly well suited to self correction or cross checking, certainly by pupils in KS2, 3 and 4.

Marking should promote the development of high standards in hand writing, spelling, grammar, punctuation, layout etc in all subjects.  It should also perceive where there are specific difficulties and encourage a pupil who is trying to overcome these.

The longer it is before work is returned to a pupil after completion, the less value there is in the correction.  Marking is particularly effective when done in the presence of the pupil as a process of consultation.  This is vital in Foundation and KS1.  In KS2 and KS3 KS4 teachers should aim to mark work during lessons or by the next lesson if at all practicable.

Day to day written work (including homework) should be commented upon constructively with suggestions as to how the work could have been improved. “Good” or “Fair” etc on their own are not constructive and are insufficient comments.

Errors and Corrections:
In addition to the usual ticks and crosses ( or a dot ) all teachers are encouraged to point out errors in the use of language in the following ways to ensure uniformity of marking and maximum understanding by pupils.  

Incorrect spellings  - Mark on word and “sp” in margin (Senior School) In the Junior School staff will generally underline corrections and ask pupils to correct 3-5 spellings selecting high frequency words first for correction. If the spelling is phonetically plausible this will be taken into account when setting spelling corrections unless it is a high frequency word.
The look, cover, write check method of corrections is used in the Junior School and corrections written in a Spelling Log.

Incorrect grammar, syntax, use of wrong homophone - Line under offending section and probably a constructive comment nearby

Repetition of word or phrase - Line under offending section and “rep” in margin( Senior School ) Junior School staff would generally make a comment on the error.
It will not always be appropriate to point out every mistake a pupil makes.  The aim should be to re-enforce knowledge and to add to understanding without destroying confidence.  This can be achieved by giving assessment marks for the factual authority and thoroughness of a piece and for creative imagination as well as accuracy of presentation.

The aim of corrections is to help a pupil to understand, and reinforce knowledge.  If not used in that way they can deaden the whole learning process.

2. Rules for the Grading of Work and Rewards for good work
Wherever possible children should look forward to receiving marked work and see in the process due recognition of their efforts.

A good standard of work should be given House points (a maximum of 3 for a normal piece) with these awarded more out of consideration for the effort put into the work than the relative quality.  House points are recorded in the child’s homework diary or on a chart in the classroom. All the children’s efforts are to be respected.  Comments should be made in legible writing.  They should be written at the bottom or at the side of a child’s work and not over the work itself.

Headteacher’s commendation

Outstanding pieces of work, or work of a consistently high standard over a period of weeks, may be awarded a Headteacher’s commendation.  Members of staff may recommend work for the above award and the pupil concerned will take the work to the Headteacher.   A Headteacher’s commendation will then be displayed on the school notice board in the entrance hall and on the staff room notice board and will be added to the pupil’s file for inclusion in the final record of achievement.

Certificates of Achievement and Endeavour: Senior
Certificates of Achievement and Endeavour are awarded to pupils at prize giving, following recommendations made by subject staff.     Each September, members of staff are asked to nominate pupils in each year group who have either reached a high level of achievement or who have worked consistently hard throughout the previous year.  Currently, pupils receiving 3 or more nominations for achievement, or 3 or more nominations for endeavour, will be presented with Certificates of Achievement or Endeavour at Bronze, Silver or Gold standard.   The Form Prize is awarded following consultation with all members of staff.  The Industry Prize is awarded to the girl obtaining the highest number of nominations for endeavour. 
3. The Keeping of Pupil Record Files
Files on individual pupils are available to all teachers.  These are kept in the school office and contain - pupil’s personal details, reports from previous schools (if any), copies of reports, relevant correspondence with parents, notes made by staff.  Also recorded will be the scores of all pupils for examinations in major subjects and standardized tests (CAT 3).  For Y3 pupils there will be a record of the National End of KS1 Tests and Y6 pupils the National End of KS2 Tests taken in May each year. 
Tutors and Class teachers also keep a Teacher File recording pastoral matters and medical information on each pupil.

Senior files are kept in the staff room and Junior files in classrooms

Junior pupils also keep a Learning Journey file containing assessed work from each term.

      (Staff are reminded of the Data Protection Policy and the need to ensure confidentiality in all 

      matters)
4. Reporting to Parents - Informal and Formal Meetings

Teachers and parents should feel free to approach each other on an informal basis at any mutually convenient time.  Additionally there are a number of formal meetings and written reports to parents each year as listed on the chart below.

There is no need to inform the Head about the informal meetings unless specific points are made which either the parents or academic staff feel need to be brought to his attention.  

An oral report is made to all parents at parents’ meetings.  

	Assessment and Reporting Programme – Senior Department
	Year 7
	Year 8
	Year 9
	Year 10
	Year 11

	Autumn Term


	September:

CAT3 testing

October:

Report Card

Parents’ Evening

December:

Report Card
	October:

Report Card

December:

Report Card
	September:

CAT 3 testing

October:

Report Card

December:

Report Card
	October:

Report Card

Parents’ Evening

December:

Report Card
	Close monitoring of all pupils and contact home on an individual basis

October:

Report Card

December:

Report Card

	Spring Term


	January:

Examinations

February:

Full written report

March:

Report Card
	January:

Examinations

February:

Full written report

March:

Report Card

Parents’ Evening
	January:

Examinations

February:

Full written report

March:

Report Card

Parents’ Evening
	January:

Examinations

February:

Full written report

March:

Report Card


	January:

Mock Examinations

February:

Full written report

Parents’ Evening

March:

Report Card



	Summer Term


	May:

Report Card

June:

Full written report
	May:

Report Card

June:

Full written report
	May:

Report Card

June:

Full written report
	May:

Report Card

June:

Full written report
	May/June:

Full written report


	Assessment and reporting KS2


	Year 3
	Year 4
	Year 5
	Year 6

	Autumn Term
	October Parents Evening 

Assessments in Numeracy  Literacy and Science

December Full written report
	September:

CAT  testing

October Parents Evening

Assessments in Numeracy  Literacy and Science

December Full written report
	October Parents Evening

Assessments in Numeracy  Literacy and Science

December Full written report
	September:

CAT  testing

October Parents Evening

Assessments in Numeracy  Literacy and Science

December Full written report

	Spring Term
	Assessments in Numeracy  Literacy and Science

March Parents Evening


	Assessments in Numeracy  Literacy and Science

March Parents Evening


	Assessments in Numeracy  Literacy and Science

March Parents Evening


	Assessments in Numeracy  Literacy and Science

March Parents Evening



	Summer Term
	Optional SATS, 
Suffolk Reading Assessment

Numeracy and Literacy. Assessment in Science

July Full written report
	Optional SATS, Suffolk Reading Assessment

 Numeracy and Literacy. Assessment in Science

July Full written report
	Optional SATS, Suffolk Reading assessment

Numeracy and Literacy. Assessment in Science

July Full written report
	KS2 SATS, Suffolk Reading assessment

 Numeracy and Literacy. Assessment in Science

July Full written report


	Assessment and Reporting Programme Foundation and KS1
	Nursery
	Reception
	Year 1
	Year 2

	Autumn Term
	All About Me books, Development Matters files,

target setting –ongoing.
Half termly observations.

October Parents Evening

Full written report
Summative Assessment recorded on Progress Matters software.
	Baseline assessments/ parent interviews.

Half termly observations

October Parents Evening

Full written report
	October Parents Evening 
Assessments in Numeracy  Literacy and Science
Full written report
	October Parents Evening

Assessments in Numeracy  Literacy and Science

Full written report

	Spring Term
	Development Matters files,

target setting –ongoing

Summative Assessment recorded on Progress Matters software.
March  Parents Evening
	Development Matters files,

Early Learning Goals target setting –ongoing

Half termly observations

March Parents Evening


	March Parents Evening
Assessments in Numeracy  Literacy and Science


	March Parents Evening
Assessments in Numeracy  Literacy and Science



	Summer Term
	Development Matters files,

target setting –ongoing

Half termly observations

Summative Assessment recorded on Progress Matters software.

Full written report
Transition Forms
	Development Matters files,

target setting –ongoing, 
Half termly observations

See all parents regarding Foundation Stage results.

Full written report
	Assessments in Numeracy  Literacy and Science
Suffolk Reading Assessment

Full written report
	KS1 SAT’s

Assessments in Numeracy  Literacy and Science
Suffolk Reading Assessment

Full written report


Written Reports
Reports are addressed to parents, not to the pupils, and parents are entitled to candid opinions about their children.  It is the responsibility of parents as to how they communicate the contents with their children.  Above all, therefore, the reports, which are usually the parents’ main means of assessing their child’s progress, must be effective and frank working documents.  However, and mindful that children usually see their own reports, they must not be negative or destructive. 

The purpose of the system of academic grading and reports is to provide pupils, parents, staff and other interested parties with a coherent assessment of pupil’s progress, achievement and effort at regular intervals during the academic year.

The comments made should be positive and informative.  “A good term’s work” says very little and the general public rightly deride the comment “Could do better”!  Computerised reports, sometimes facilitating longer and more informative comment about the course content of various subjects are very acceptable.

The following might be commented upon in the report:    

•standard achieved, if possible, related to National Curriculum levels.

•level of ability

•an assessment of chances if within a year of an external examination

•attitude to the subject both in class and homework

•concentration and participation in class

•behaviour, where applicable

•conscientiousness over written work

•any particular difficulties

•estimate of future grade in the subject 
            •staff must not issue exam results to pupils until after all the exams have finished.

In simple terms, work covered, level of performance, working practice, next step.

A timetable for the writing of reports is published for staff to follow. 

Year Tutors should

•check that all reports are present

•return any that contain errors of spelling etc. for rewriting

•write their own Year Tutor report

The Office is responsible for collating the report and the provision of named addressed envelopes, and duplicate reports and envelopes and the addition of any school circulars, careers information, option slips etc. as well as the Head’s letter into the correct envelopes.

Report cards: Senior
At approximately half-termly intervals, members of staff are asked to record the level of attainment and level of application of each pupil on a Form sheet, which is kept in the staff room.   Year Tutors complete and issue the report cards to the pupils.   Parents are asked to sign the report cards and return them to the Year Tutor at the start of the following half term.   The grading system used is explained to parents as follows

Grading system (senior school)

In order to avoid instances of disparity between what has been recorded on the academic report cards, which have been sent to parents, and the written comments, which Year Tutors ask of teachers from time to time, the following will apply:

KS3 (Yrs 7, 8 & 9)
Report Grade Criteria

Effort   

	A
	Excellent
	On all occasions the pupil had fulfilled and in many instances, surpassed the amount of commitment expected.

	B
	Very Good  
	On all occasions the pupil has shown the required degree of commitment and in some instances gone beyond what is required

	C
	Good
	On all or most occasions the pupil has shown the required degree of commitment.

	D
	Inconsistent
	There are no major problems, but occasionally the pupil has shown less than sufficient commitment to her learning

	E
	Unacceptable
	On too many occasions the pupil has shown less than the required degree of commitment


Attainment

	Level 4 and below   
	Represent achievement below the nationally expected standard for most 14 year olds

	Levels 5 & 6              
	Represent achievement at the nationally expected standard of most 14 year olds.



	Level 7 & above        
	Represent achievement above the nationally expected standard of most 14 year olds.


KS4 (Yrs 10 & 11)
Effort   

	A
	Excellent
	On all occasions the pupil had fulfilled and in many instances, surpassed the amount of commitment expected.

	B
	Very Good  
	On all occasions the pupil has shown the required degree of commitment and in some instances gone beyond what is required

	C
	Good
	On all or most occasions the pupil has shown the required degree of commitment.

	D
	Inconsistent
	There are no major problems, but occasionally the pupil has shown less than sufficient commitment to her learning

	E
	Unacceptable
	On too many occasions the pupil has shown less than the required degree of commitment


Attainment

GCSE grades will apply. These are A*, A, B, C, D, E, F, G.

5. Assessment and Evaluation as part of Staff meeting discussions

At every staff meeting during the term there is an opportunity for staff to discuss individual pupils’ progress or concerns because of difficulties such as weak levels of achievement, attitude problems, poor behaviour and worries related to outside and home issues.  The purpose of such discussion is always to try to discover the best way forward and to maintain an up to the minute picture of a pupil’s progress over the whole spectrum of school activities.  This includes a pupil being “On Report” (Refer to the Pupil Rewards and Sanctions Policy) 
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