
Woolton High School 
Assessment, Recording and Reporting Policy 2015-16 

 

Rationale 

Assessment lies at the heart of the process of promoting pupils’ learning. It 

provides a framework within which educational objectives may be set and 

children’s progress expressed and monitored. This should be done in 

partnership with the pupils. 

 

Assessment should be incorporated systematically into teaching strategies 

in order to identify barriers to learning and monitor progress. It helps the 

school to strengthen learning across the curriculum and helps teachers 

enhance their skills and judgments. Our assessment procedures are free 

from bias, stereotyping and generalisation in respect of gender, class, race 

and disability. 

 

Principles 

Using the principles and processes of assessment, we aim to: 

• monitor progress and support learning 

• recognise the achievements of pupils 

• guide future planning, teaching and curriculum development 

• inform parents and the wider community of pupil achievement 

• provide information to ensure continuity when the pupil changes school or 

year group 

• comply with statutory requirements 

 

Types of Assessment: 

 

Formative: This is the ongoing assessment carried out by teachers both 

formally and informally during a unit of work. The results of formative 

assessments have a direct impact on the teaching materials and strategies 

employed immediately following the assessment. Results and observations 

are kept in teacher’s own record books, SIMS database or the children’s own 

books. 

Summative: These occur at defined periods of the academic year such as 

pre-determined tests at the end of a unit’s of work. Summative tests help 

teachers in making end of key stage “best fit” assessments and are also of 

use in determining the overall subject level in line with pupil progress 

targets. 

 



Diagnostic: All assessments can provide diagnostic evidence, however certain 

assessment tools can be particularly useful in providing more detailed data 

e.g. Miscue analysis, etc. Further information can be obtained from the 

school’s SENCo. SIMS, CASPA and National Progression Tables provide a 

considerable amount of diagnostic material and teachers need to make 

appropriate use of this. 

 

Assessment in Key Stages 

 

On entry to the school baseline assessment tests and Cognitive Abilities 

tests are undertaken by pupils. Results are used to inform planning, set 

targets and aid early identification of Additional Educational needs. Pupils 

will be assessed termly through Teacher assessments to ensure that the 

next steps in learning are appropriately planned in order to better monitor 

progress.  

 

Records and Record Keeping 

Teachers use records to review pupil’s progress, set appropriate targets for 

the future and to form the basis of reports. 

 

 Records are held in a variety of formats. These include: 

 Teacher’s plans 

 Pupils’ work 

 Teachers’ records 

 Teacher’s mark books  

 SIMS - Assessment Manager 

 National baselining data (CASPA) 

 Numeracy/Literacy Key Objectives 

 IAEN information 

 Termly reports 

 IEP’s 

 End of year Pupil Report 

 

 

 

 

 

 

 

 

 



Whole School Marking Policy  

Aim  
To establish a consistent approach to the work is marked, so that pupils feel 

valued and have a clear understanding of how well they are doing. To ensure 

all pupils have their work marked regularly to help them reach or exceed 

expectations. Marking will help students to improve their work and will 

inform teacher planning and monitoring.  

Rationale  
‘Assessment for Learning (AfL) is the process of seeking and interpreting 

evidence for use by students and their teachers, to decide where students 

are in their learning, where they need to go and how best to get there.’ 

J.Rowe 2007  

 

At Woolton High School, we recognise that teachers’ marking of students’ 

progress and attainment, as well as students’ assessment of their own 

progress and attainment are central functions in the learning process. The 

focus of written feedback is on helping students gain a clear understanding 

of how well they have gained knowledge, concepts and skills.  

 

Marking is most effective when the student understands:  

 

Where their starting point was, where they are at currently and what they 
are capable of achieving. 

  

In order to better facilitate this, pupils should know: 

 

The purpose of the task  

Their individual targets for the lesson/week 

Their long term target for the subject(displayed in the front of their 

book/file. 

How far they have achieved in relation to their targets  

How to move closer towards their long term goals. 

 

The Marking Process  

Marking must provide detailed and personalised evaluation points for future 

developments (Ofsted: Good Assessment in Secondary Schools)  

 

 

 

 

 



 

Marking:-  
Must be regular, kept up-to-date, and promptly returned to students. 

Opportunities to follow up marking of pupils’ work should be given in future 

lessons to use comments made to reinforce learning. 

Students need to understand the school marking system, both the criteria 

for marking as well the comments and grades or marks awarded.  

Each subject should have its own subject specific marking criteria that will 

determine the frequency of marking of regular tasks.  

 

Marking should:-  
 Avoid being too lengthy, particularly if the work has been completed by a 

pupil with low reading ability. 

 Avoid general comments such as “please finish this”, “try harder next 

time”, or even “well done”, as these comments are do not give feedback to 

pupils about what was good about a piece of work or specifically what 

needs to improve. 

 Adopt a two ticks and a wish format 

Example 

 Good working out 

 Good use of number bonds 

 Wish – Use a ruler 

 Be predominately encouraging and constructive  

 Be personal and address pupil by their chosen name  

 Relate, where possible to lesson objectives and learning outcomes  

 Encourage the pupil to develop independent learning skills 

 Always be written in green pen. 

 Make good use of simplistic stickers or stamps, fully understood by 

pupils, to convey meaning. 

 Make use of a simplistic marking code as such: 

 

(I) in brackets or a circle   - Independent Work 
(SA)     -Self Assessment 

(Smiley Face)   -Well done (making clear what was done well) 
(CL)     -Capital Letters 

(FS)     - Full Stops 

(T)     -Work is related to your target 

 
Teachers may develop your subject specific codes, but must ensure that 
pupils understand them fully. (see spelling, punctuation and grammar below) 

 



All subjects should have a common approach to marking English, 

particularly spelling in all subjects (marking for literacy). Important and 

significant errors should be corrected. Frequently mis-spelt words should be 

captured on a word wall and revisited to support literacy development across 

the curriculum. 

 

Only use ‘marks’ and ‘grades’ on work if it is judged that these will motivate 

and encourage students. Just grading work can have a negative impact on 

learning and motivation. Grade over Target should be the preferred option 

for establishing a pupil’s level of achievement for a piece work. 

 

Assessment  

 

Formative comments will be given to show progress over time and how to 

improve individual performance and progress learning further. Over the 

course of a term when marked work is returned to a class, time should be 

set aside to allow each student to respond to the teacher’s comments and 

improve their understanding. Students’ work for external examinations 

should be marked using the marking criteria of the examinations. Internal 

moderation may be needed to produce consistent standards between 

different teachers.  

 

Frequency of Book Marking  

The type and extent of written feedback will vary from subject to subject.  

This will take place weekly as a minimum. 

 

Target Level  
All books, folders or classrooms should have the grading criteria and the 

students target level or grade clearly displayed in their book or folder. “On 

target booklets” should be used to record students grades and levels.  

 

How the books should be marked  

At the end of each section of work that is marked, teachers need to give:-  

 

 a level or grade (depending on key stage: at KS3 this should include a 

sub-level) over their target grade as a fraction e.g. 4c/3c or D/C 

 

 two strengths of the piece of work. Marking should be as encouraging 

and as positive as is reasonably possible.  

 

 One improvement that could be used to raise attainment.  



 

Spelling, Punctuation and Grammar  
Standard codes should be used across all subject areas. (Literacy across the 

curriculum)  

Sp (in the margin and the word underlined) = Spelling error and students 

should be encouraged to learn their corrected spellings.  

Gr = Grammar error 

P = Punctuation needed 

WW (in the margin and the word underlined) = Wrong word 

 

  

Roles and Responsibilities  

Role  Responsibility  

Teacher  Ensure work is marked at least 

weekly.  

Award students a level or grade 

for the section of work in their 

books.  

Advise students on how to 

improve the level or grade for 

the section of work in their 

books.  

Ensure that students have the 

target level or grade clearly on 

display on the front inside cover 

of their exercise book or folder.    

Ensure that students are 

provided time to consider 

marking comments.  

Ensure that work is marked in 

accordance with school’s 

“Marking for Literacy” approach. 

To share good practice with book 

marking in school assembly 

meetings. 

 

Teaching Assistants  To read through the comments 

written by teachers in order to 

guide any pupils they are working 

with in the class.  

 



 

 

Students  Under guidance from teachers, 

sometimes mark their own and 

each other’s work (peer 

assessment). 

 

 

 

 

 

Standardisation/Moderation  

The process of moderation is an essential part of the assessment system. 

Teachers are involved in the moderation process to ensure agreement on 

criteria for levels in the following ways; 

• With colleagues in school and from other schools within the Learning 

Network 

• By attending standardisation sessions to ensure that our judgements are in 

line with other schools further afield. 

• Through moderation by awarding bodies’ local moderation arrangements.  

• By using the QCA and SATs exemplification materials. 

School portfolios of moderated work will be kept by curriculum leaders. 

 

Reporting 

Reports promote and provide: 

• Good home /school relationships 

• Information for parents 

• An opportunity for discussion with parents 

• In some cases, information with outside agencies 

• Targets for the children 

A written report for each child is sent to parents three times a year, at the 

end of each term. 

Reports outline a pupil’s progress in the subjects studied at school.  

The teacher will make a comment on the attainment of the pupil in terms of 

national age related expectations. Targets for literacy and numeracy are 

also set. 

Should the need arise; parents are welcome to discuss the progress of their 

child with the teacher or Head teacher any time. 

 

Target Setting and reviewing progress 



Target setting fits into the annual cycle of school review, planning and 

action. Specific developments in target setting are found in the annual 

School Development Plan. 

The Role of the Assessment Recording and Reporting Coordinator 

A member of the teaching staff has the responsibility for the development 

of the assessment, recording and reporting procedures in school. 

 

The coordinator’s responsibilities include: 

• contribute to the SDP by supporting the work of the SMT 

• leading school development in assessment, recording and reporting (ARR) 

procedures 

• liaising with subject coordinators within the school 

• liaising with other assessment coordinators within the Learning Network 

• attend and lead INSET where appropriate 

• keeping Governors informed 

 

Monitoring and Evaluation 

Assessment, recording and reporting procedures should be monitored 

annually in order that they remain meaningful and manageable. Policies and 

procedures may change in light of any new initiatives imposed and we want to 

respond to any such changes. This policy should be reviewed in line with the 

school cycle. 

 

 

  

This policy was ratified June 2015 

This policy will be reviewed in June 2016 
 

 

 

      

 

 

 

 

 

 

 

 

  


