Maidwell Hall

ASSESSMENT, RECORDING AND REPORTING POLICY

ETHOS
· Regular assessment of all pupil’s work and progress should be an integral part to our teaching to ensure:

1. the best possible standards of teaching and learning

2. that pupils progress and develop

3. the best possible standards of pupil performance

· Our assessment of the pupils progress must affect our future teaching and, as such, is a vital tool in our planning process.

· All departments should have an agreed policy for recording children’s progress.  This is to be detailed in the subject’s policy document.

· Three weekly assessment and effort marks are submitted in every subject for each pupil.  These marks are discussed with the individual pupils and are sent home to parents.  The DoS tracks children’s progress.

ASSESSMENT
· Assessment of all work should be completed in accordance with the school’s Marking Policy.

· HoDs should review the assessment processes within the department at regular intervals to ensure that all skills are assessed and any remedial or extension work is set.  Clear guidelines are written in each Departmental policy

· Teachers should ensure that progress is being assessed at each stage of the learning process.

RECORDING
· All teacher should maintain a mark book in which they record pupil progress and attainment.

· Summary records of pupil progress may be requested by HoDs to ensure smooth transition between year groups.

REPORTING

· 2-3 weekly Assessments are sent home to record pupils short term progress and attainment.

· Termly reports are compiled to report pupil long term progress and attainment to parents.  They include:

· Subject reports that incorporate both the term’s performance and the exam performance.

The average effort grade, and an overall achievement grade for the term are recorded on each subject page. Term Positions are recorded on the report and are by set.

· Exam results and positions are recorded on a single sheet at the back of the report book. 

· Exam positions will be by year group; no exam positions are included for Winchester or scholarship candidates.

· Reports should seek to encourage whilst also painting the picture accurately.  They are appropriately frank and honest, but not bluntly so.

· There is no need for any introductory paragraphs which outline the curriculum that has been taught. 

· If improvements are needed some of the ways in which this could be achieved are specified; targets are given. 

· Hard copies of the reports are not kept by the school so it is the teachers own responsibility to make whatever provision he/she feels appropriate to ensure effective record keeping.

· Tutor reports should provide summary academic comments on the term and the exams, a tutor’s perception of the progress made (or lack of it), some guidance for the way forward (if necessary) and some overall comments on how the term has gone generally (extra-curriculum – activities, sport, music – and general well-being etc.).  The tutor’s report will be full and lengthy and is both academic and pastoral.

· Every year there is a designated Parents Evening for each Year Group when the parents have the opportunity to discuss their children’s progress with every teacher.

· Parents are welcome to enquire about any aspect of their child’s academic life at school at any time via the DoS or Headmaster.  They will happily collect information and report back as quickly as possible.

RESPONSIBILITIES

It is the responsibility of the Director of Studies 

· To monitor all assessment, recording and reporting procedures on a regular basis.

It is the responsibility of the Head of Department:

· To write and ensure that departmental policy is carried out by all members of the department.

· To ensure smooth transition between academic years. 

· To monitor departmental records.

It is the responsibility of all classroom teachers:

· To maintain records in accordance with Departmental Policy and to have them up to date at all 

times.

· To comply with Departmental Policy on assessment and to follow the school Marking Policy.

