Assessment
Reporting and
Recording Policy

1.

POLICY STATEMENT

The Academy is committed to engaging all staff and students in the use of formative assessment
strategies that promote learning. Staff and students will be supported by valid and easily accessible
data which will enable all students and teachers to understand and discuss current levels of
performance and which will result in actions that will raise the individual achievements of all
students.

2.

PRINCIPLES

The following principles underpin this policy:
1. all staff recognise the importance of ‘Assessment for Learning’;
2. all staff, students and parents have access to appropriate, clear and informative
assessment data;
3. all assessment activities are an essential part of the teaching and learning process;
4. all assessment information is used to inform curriculum planning;
5. all students are fully involved in the assessment process so that they have a clear
understanding of their current levels of performance and are able to identify their
individual strengths and areas for improvement;
6. all learning objectives are shared with the students during lessons;
7. all teachers provide every student with effective and regular feedback;
8. all teachers recognise that assessment has a profound influence on the motivation
and self-esteem of students, which, in turn, are crucial influences on learning;
9. all students are able to assess themselves and understand how to improve;
10. all systems for the recording and reporting of assessment data are efficient and
effective;
11. all systems for the recording and reporting of assessment data use ICT to support staff
in the input of the information;
12. all assessment strategies and recording and reporting systems must be regular and
rigorous, identifying:
i.
the skills, knowledge and understanding of students (summative);
ii.
the student’s strengths and area for improvement (diagnostic);
iii.
targets for the student’s learning (formative);
iv.
actions the student must take to meet the targets (formative).

3.

OBJECTIVES

The following objectives are at the centre of this policy:
1. to engage all teachers and students in a regular and continuing dialogue about
assessment and the setting of targets;
2. to develop assessment as a valued and effective teaching and learning strategy;
3. to ensure that assessment really does inform teaching, learning and curriculum
planning;
4. to give all staff easy access to assessment data;
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5. to enable staff to consider and question easily-available assessment data, in order to
support the formative assessments of individual students, subject groups, gender
groups and year groups, together with groups who nationally underachieve e.g. those
from ethnic backgrounds;
6. to provide parents with regular and informative reports regarding individual student
achievements and progress; and
7. to comply with statutory assessment, recording and reporting requirements as
prescribed in Section 356 of the Education Act 1996 and subsequent legislation.

4.

ROLES AND RESPONSIBILITIES

4.1.

Outline of general responsibilities

It is the responsibility of the Governing Body to establish a policy and procedure for Assessment,
Recording and Reporting and to monitor the effects of the procedure. Governors should discuss
with the Principal, School Improvement Partner and others to ensure that the Academy has effective
systems in place for monitoring student progress and is using previous results supported by recent
teacher assessment to set challenging targets and to ensure that these meet statutory requirements.
The Vice-Principal (Teaching and Learning), in conjunction with the Senior Leadership Team, has
overall responsibility for the development, monitoring and evaluation of the assessment procedures
in the Academy. The Vice Principal will ensure the Academy meets the requirement to set targets
measuring the proportion of pupils making expected progress in English from Key Stage 2 -4 and the
proportion of pupils making expected progress in mathematics from Key Stage 2-4.
Heads of Subject, in conjunction with the Vice Principal (Assessment and Attainment) have
responsibility within their areas for the implementation, monitoring and evaluation of the
Academy’s assessment procedures.
Heads of Subject have responsibility for ensuring that a range of assessment strategies are used as
an integral part of the teaching and learning process and that subject-based assessment objectives,
examination board assessment objectives and National Curriculum criteria are met at all Key Stages.
4.2.

All teaching staff:
1. have responsibility for employing assessment strategies that are appropriate to the
age and ability of all students and to the particular method of assessment;
2. must share assessment criteria with students and engage them in the application of
these criteria to their work.
3. should employ assessment activities as an essential part of the teaching and learning
process;
4. should ensure that assessment is used as part of the planning for teaching and
learning.
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4.3.

Outline of specific responsibilities

Heads of Faculty and Heads of Subject are responsible for:
1. identifying the generic skills that their subject(s) is(are) developing throughout all Key
Stages;
2. ensuring that the assessment objectives and learning outcomes for each scheme of
work are clearly expressed;
3. ensuring that all assessment data required for the Academy’s annual reporting cycle is
provided by the dates and times stated in the Academy calendar;
4. analysing relevant assessment data in line with the Academy’s requirements;
5. monitoring and tracking the students’ overall progress in their Faculty/Department
and taking appropriate actions that will enable them to achieve their full potential;
6. adjusting teaching, having taken into account the outcomes of this analysis;
7. ensuring that reports are of the highest quality;
8. ensuring that adequate records are kept so that reports can still be produced in spite
of the possible absence of a member of staff;
9. establishing banks of exemplar work for all Year groups;
10. allocating time for the regular standardisation and moderation of work;
11. ensuring that students are involved in the assessment process through self and peer
assessment; and
12. preparing their own faculty assessment policies in line with this policy of the
Academy.
The Vice-Principal (Teaching and Learning) will check these policies before they are implemented.
The Assistant Principal (Assessment and Attainment) is responsible for:
1. close liaison both with partner primary school staff and with Heads of Faculty/Heads
of Subject to ensure progression and continuity throughout all Key Stages;
2. analysing relevant assessment data in line with the Academy’s requirements;
3. monitoring and tracking the students’ overall progress in the Key Stage and taking
appropriate actions that will enable the students to achieve their full potential;
4. ensuring that all Subject Teachers and Form Tutors are fully aware of their
responsibilities for the recording and reporting of student achievement and progress
so that all deadlines in the calendar are met;
5. ensuring that challenging but achievable targets (minimum expected levels and
grades) are set for every pupil;
6. ensuring that reports are of the highest quality; and
7. liaising with the Learning Support Department, which should be involved in devising
and using assessment materials (particularly for targeted students) to help ensure that
the learning needs of all students are met.
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Achievement Directors are responsible for:
1. ensuring that records are kept of a student’s personal achievements and extracurricular activities;
2. analysing relevant assessment data in line with the Academy’s requirements;
3. monitoring and tracking the students’ overall progress in their year group and taking
appropriate actions that will enable them to achieve their full potential;
4. ensuring that all form/personal tutors are fully aware of their responsibilities for the
recording and reporting of student achievement and progress so that all deadlines in
the Academy calendar are met; and
5. ensuring that formal educational records are kept and updated annually.
Individual subject teachers and form/personal tutors are responsible for:
1. completing, recording and discussing assessments with their students and setting
achievable targets through the cornerstone of advocacy;
2. analysing relevant assessment data in line with the Academy’s requirements;
3. using the results of assessment in planning future work for students;
4. reporting and recording the progress and achievements of all students; and
5. ensuring that all report deadlines are met on time.

5.

ADDITIONAL INFORMATION

More detailed guidelines on procedures for Marking, Reporting, Examinations and Learning Support
can be found in the Staff Handbook.
If requested by parents and in accordance with statutory requirements, National Curriculum
Assessment data must be collected and collated by the appropriate Head of Year within 14 days of
the request.

6.

MONITORING AND REVIEW

The Vice Principal (Teaching and Learning) and Assistant Principal (Assessment and Attainment) will
report on the policy to the Principal as appropriate.
The Principal will report to the Governors’ Achievement and Standards Committee on any relevant
aspects of the working of the policy as appropriate.
The Governing Body will review the policy every two years.

Academy staff were consulted on this
document and it was accepted by the
Curriculum Committee on:

It was ratified by the Governing Body
on:
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