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Glossary of terms

	Qualifications and Curriculum Authority
	 
	QCA

	National Curriculum
	
	NC

	Key Stage
	
	KS

	Teacher Assessment
	
	TA

	National curriculum tests (End of Stage Statutory Tests)
	
	NCT

	Senior Leadership Team
	
	SLT

	Vice Principal (standards)
	
	VPS

	Assessment, Recording and Reporting
	
	A,R & R

	Head of department
	
	HoD

	Middle leaders team

Vice Principal (pastoral and inclusion)
	
	MLT

VPP&I

	Student services
	
	SS  

	Primary liaison
	
	PL

	Assistant Principal (curriculum and tracking) 
	
	APC&T

	Special Educational Needs





	
	SEN

	Special Educational Needs Co-ordinator
	
	SENCO

	National Federation for Education Research
	
	NFER

	Cognitive Ability Test

Super Learning Days
	
	CAT

SLD


Assessment, Recording and Reporting

[A]
Aims

i) To ensure that staff:

· are accurate and effective in the assessment, recording and reporting of the progress being made by each student;

· provide effective feedback to students;

· maximise each student’s potential.

ii) To encourage our students to:

· be fully aware of their abilities and potential and thus raise their levels of expectation;

· set themselves realistic targets in order to achieve their potential;

· be highly motivated.

[B]
Key Principles


Effective assessment should:

· involve the learner;

· recognise breadth of achievement;

· meet individual needs;

· be integral to the learning process.


Effective assessment provides the means by which:

· standards can be improved;

· teachers can determine how best to respond to students’ individual strengths and weaknesses;

· the Academy can report to parents on their child’s attainment;

· the Academy’s performance can be measured and judged.

[C]
Legal Obligation
The Education Act (1996) requires the Academy to meet certain legal requirements:

1. to provide a written report on all students;

2. to provide NC assessments and examination results;

3. to provide brief particulars of achievement in all aspects of the curriculum;

4. to provide information about students’ general progress and opportunities for discussion;

5. to provide details of the students’ attendance;

6. to provide comparative information about the results of NC assessment.

[D]
Assessment Practice

1. Responsibilities of the Vice Principal for assessment, recording and reporting 

	a) To keep up-to-date with local and national developments relating to 

A,R & R.


	Receive all QCA documentation.

Read and respond to change.

	b) To keep the Principal and all staff informed on assessment matters.


	Distribute QCA documentation.

Produce internal documentation.

SLT discussion when relevant.



	c) To maintain an up-to-date assessment policy document.


	Review the policy on receipt of new information.

Update the policy each year.



	d) To ensure that each head of department formulates an effective departmental assessment policy.


	Provide each HoD with a copy of the updated Academy policy. Discuss.

Receive and file a copy of all updated departmental area assessment documentation.



	e) To monitor heads of department assessment procedures.
	Require HoDs to review practice each year and produce targets for the following year.

Observe assessment in the classroom.

Agenda item at departmental meeting.

Ensure assessment is discussed at performance management meetings.

Informal meetings with HoD.



	f) To promote relevant continuing professional development opportunities.


	Arrange internal training where necessary.

Encourage staff to attend relevant courses then feedback to Academy.



	g) To work with each Head of Year in the tracking of students and in any subsequent action they may wish to take.


	Maintain relevant data.

	h) To provide parents with a full picture of their child’s progress.


	Co-ordination of target review days and reporting to parents.

	i) To ensure that accurate assessment profiles are maintained.


	Develop a common format.


	j) To provide the Principal with assessment data and its analysis.
	Ensure records are maintained.

Analyse at intake, end of KS3 and KS4.



	l)
To ensure KS2 data is received 
from the partner primary 
schools
	Meetings with primary liaison team to develop a process, which meets our changing needs.



	m)
To ensure that KS2 data is 

available 
to HODs as early as 
possible.


	Collate all data and distribute to HoDs.

Update as new data is available.

	n) To organise the Cognative Ability Testing (CAT) of all incoming students in Y7.



	Liaise with SENCO.

	o) To co-ordinate all assessment tasks and tests within the Academy to avoid a burden on students and staff.
	Issue an assessment calendar for the academic year at the start of the Autumn term.


2. Responsibilities of each HoD 

	a)
To use the NC programmes of 
study to agree objectives for 
teaching, 
learning and assessing.
	Discuss each objective and agree common assessment criteria.

Record in schemes of work.



	b)
To update the department 
assessment policy on a yearly 
cycle.
	Use Academy policy document as basis for update.

Ensure that the assessment policy forms an integral part of the department handbook.



	c)
To monitor subject teachers’ 
assessment procedures.
	Observe assessment in the classroom.

Check teachers’ planners for evidence of assessment.

Discuss at performance management meetings.

Check teachers are assessing to the agreed criteria.

Check marking criteria are displayed and adhered to.

Check student’s exercise books for evidence of correct procedures.



	d)
To review assessment techniques, 
then develop, implement and 
monitor any amendments.
	Discuss at department meetings.

Trial new ideas disseminate and monitor.



	e)
To review assessment when new 
schemes of work are developed 
each year.
	Build this in to the planning cycle.



	f)
To review appropriateness of KS4 
specifications and/or options.


	Review annually.



	g)
To ensure consistency of 
assessment.
	Read QCA documentation.

Read GCSE examination board documents.

Arrange internal moderation sessions.

Compare performance of students from different classes.

Personally moderate a sample of students work.



	h)
To maintain portfolio of evidence, 
as 
exemplars for reaching 
agreement on NC levels.
	Ensure that each teacher contributes towards and has access to the portfolio.

Agree who will maintain it.



	i)
To ensure that every student has 
an 
up-to-date assessment record.
	Check records half-termly.

(Do not leave this until the end of the key stage).

Discuss records with all staff.



	j)
To ensure that parents receive an 
accurate report on the progress of 
their child for each subject.
	Ensure that each teacher completes the target review assessment monitoring sheets by the set deadlines.



	k)
To keep parents informed of 
problems, concerns etc. when it is 
subject specific in nature.


	Liaise with student services before contacting parents.



	l)  To encourage attendance at A, R & R training sessions.
	Item on department meeting agenda.



	m)
To respond, within the deadline, to 
all requests for data, reports etc.
	Provide input to the assessment calendar.

Refer frequently to the calendar and examination board / QCA information.



	n)
To ensure that papers for internal 
examinations are written, printed 
and available for use.
	

	o)
To assist the examination secretary 
in the administration of external 
examinations.
	Duties as outlined by the examination board.

Ensure that GCSE coursework is retained until the following November.



	p)
To judge the performance of 
students in your area as a whole, 
against other subjects with the 
same students.
	Use KS3 and KS4 data. Make use of the Raiseonline report and compare our Academy against other schools in similar circumstances.



	q)
To monitor targets.
	Based on 3 levels progress from KS2
Not just numerical targets.


3. Responsibilities of Learning Support Team

	a) To undertake such tests as are 
deemed necessary, to provide 
baseline data for analysis and 
planning.


	In consultation with the Principal 



	b)
To arrange Individual Education 
Plans (IEPs) for identified students.
	As outlined in SEN policy.

	c)
To follow the assessment 
procedures which are detailed in 
the Special Educational Needs 
policy.
	


4. Responsibilities of the Student Services Team

	a)
To provide opportunity for subject 
teachers / form tutors to discuss 
students who are failing to 
achieve their potential.
	Shirebrook Academy meetings.

Student referral system.



	b)
To monitor the progress of 
identified 
students and provide 
feedback.


	Report books / sheets.



	c) To keep parents informed of concerns.


	Telephone or send a letter home.



	d)
To organise the tracking of 
students.
	Randomly selected students as well as students causing concern.



	e)
To contribute to the files of 
assessment data.
	Obtain KS2 TAs from partner primary schools early in summer term.

Discuss individual students during primary liaison visits.

Complete the KS2 - KS3 transfer of information forms.



	f)
To maintain central records.

	

	g)
To use all available KS2 assessment 
data to place students in 
appropriate classes.
	To be completed soon after Spring Bank holiday.



	h)
To organise random checking of 
homework planners.
	Form tutors.



	i)
To liaise with SENCO re assessment of transient students where records are incomplete.


	To aid diagnosis and evaluation of progress.



	k)  To take an active role in recording 
progress 
	Recognising achievement in its variety of forms.


5. Responsibilities of subject teachers

	a)
When taking a group for the first 
time, subject teachers will 
familiarise themselves with all the 
existing assessment data that is 
available for students in their 
groups.
	This information to be provided by the APC&T and will be found in the department assessment folder.



	b)
To record NC levels achieved at 
the end of each key stage in mark 
books. These together with CAT 
scores, will form the basis by which 
progress is judged. To set and 
record target NC levels in mark 
books for Year 7, 8 and 9 and 
monitor progress against these 
levels. 

      To set and record target GCSE grades in mark books for Year 10 and monitor progress against these grades.
	KS2 TAs available July/September.

KS2 NCTs available September.

Record on spreadsheet/s in November. Correlated by APC&T and made available on the Academy computer network.



	c) To employ a wide range of assessment techniques so that an accurate picture can be gained. Teacher assessment will take many forms, it will include assessment of:

· in-class performance;

· homework tasks;

· practical tasks;

· aural/oral activities;

· tasks under test conditions.
	The method of assessment should be matched to the lesson objectives in the planning stage.



	d) To maintain accurate records.
	As outlined in department and A, R & R policy.



	e) To assess students frequently and regularly.
	As outlined in department and A, R & R policy.



	f) Involve the students in their own assessment.
	Set and monitor targets for improvement.



	g) To ensure that students are aware of the learning objectives and criteria for assessment.


	As outlined in department and A, R & R policy.



	h) To inform students of the results of all classroom testing as quickly as possible.


	As outlined in department and A, R & R policy.



	i) To measure progress against prior attainment, thus forming an on-going assessment record.
	As outlined in department and A, R & R policy.



	j) To contribute to all department records.
	As outlined in department and A, R & R policy.



	k) To ensure consistency of standards.
	Take part in department standardisation.

Assist HoD in maintaining portfolio containing up-to-date exemplars of students work.

Make use of the portfolio when assessing students.



	l) To ensure that the marking criteria are displayed clearly in the classroom and that work is marked regularly according to these criteria.
	As outlined in department and A, R & R policy.



	m) To closely monitor progress and inform HoD/ SENCO/ APC&T when problems need resolving.
	As outlined in department and A, R & R policy.



	n) To follow the Academy’s reporting to parents procedures.
	As outlined in the Academy’s A, R & R policy.



	o) To recognise achievement.
	Nominate students for merits, gold referrals etc.



	p) To contribute to the record of progress.
	Y10 and Y11 curriculum statements.




6. Responsibility of form teachers
	a)
To respond to concerns from 
subject staff about students in their 
form.


	Record incidents to build up a clear picture.



	b)
To alert all staff to a student’s 
personal problems (when known) 
when it may affect their work.
	Staff briefing.



	c) To check homework diaries on a regular basis as required by student services staff.


	Check and sign.

Alert students services team to problems.



	d) To maintain the class merit award record.
	Wall display.



	e) To contribute to target review days.


	Discuss student progress at a formal interview with parents/carers on target review days.

	f)
To assist in the options process (Y9 
only).
	Advice and guidance to students.

Collection of option forms.



	g)
To liaise with parents (by 
telephone, letter and target 
review days) when appropriate.
	

	h)
To contribute to the record of 
progress     
	Display rewards, certificates etc. on classroom wall.

Nominate students for awards.



	i)
To undertake personal interviews    during form tutor time and SLD lessons in preparation for target review days.
	Arrange a rotational system to ensure all students are interviewed. 




[E]
Examinations

1. Internal Academy examinations 

Year 7

All Year 7 students will sit formal examinations in the hall and studio with the exception of art and music. The examinations will be held in June.

Year 8

All Year 8 students will sit formal examinations in the hall and studio with the exception of art and music. The examinations will be held in June.

Year 9

All Year 9 students will sit formal examinations in the hall and studio with the exception of art and music. The examinations will be held in January. 

Year 10

All Year 10 students will sit formal examinations in the hall and studio with the exception of art and music. The examinations will be held in December. 

Module examinations in mathematics and science will take place in November, January, March and June.
Year 11

All Year 11 students will sit formal examinations in the hall and studio with the exception of art and music. The examinations will be held in January.

Year 11 practice examination papers must be retained by the HoD until the following November, pending appeals.
External examinations

a) Key Stage 3

i) Students in Year 7 will sit the NFER Cognitive Abilities Test (CAT) in September.

ii) Students are assessed in all subjects to give and end of KS3 level.  This is reported to parents.
b) Key Stage 4

Students are encouraged to select courses for Year 10 and Year 11, which are most suited to their needs and abilities and follow either an academic pathway or vocational pathway (this may include Btec’s)
Entries policy statement

All students following an examination course will be entered for the external award unless there are valid reasons to the contrary. These reasons must be endorsed by the Principal.

All awards must be approved by the Secretary of State and follow specifications approved by QCA.

Heads of department are free to select the examination board and specifications that most suit the needs of the Academy. This must be done in consultation with the Vice Principal.

Many courses require candidates to complete coursework components in order to qualify for an award. Students and parents will be informed of those requirements during October of Year 10 so that workload etc. can be predicted and dealt with. At specific times during the course, checks will be made by the subject teachers to ensure that students are up to date. Parents will be informed if there are problems.

Applications for special arrangements and/or special consideration must be made to the examinations manager.

Final entries to the examinations boards are submitted in February. Students are asked to countersign the entry certificate, thereby entering into a contract with the Academy.

Students who are entered for an examination and then fail to attend for the final written paper or fail to fulfil the minimum coursework requirements will be charged the appropriate fee.

Students will generally be entered for examinations at the most appropriate time during their education.

The level of entry for each student is determined by individual subject staff, in consultation with their HoD and after internal moderation of work has taken place.

[F]
Transfer of information

1. Transfer of information KS2 to KS3

a) Assessment will feature on the agenda of Primary Liaison meetings throughout the year, as and when appropriate.

b) Primary schools will be asked to supply teacher assessments (TAs) for all Year 6 students. This information to be used to ensure a true mix of ability in each class. This information will be collated by the Head of Year 7 early in the summer term.

c) On receipt of NC results, the partner primary schools will pass on copies of the results sheets containing levels and raw scores, by the end of the summer term.

d) Heads of departments to be asked to identify which samples of work they wish to receive.

e) The Head of Year 7 and the Vice Principal (pastoral and inclusion) to liaise with all partner primary schools.

f) All data to be collated by the data manager and disseminated to departments.

[G]
Reporting to parents

a) The annual report to parents will meet the reporting requirements specified in QCA/04/1333.

b) The report will contain information about a student’s progress in each National Curriculum subject.

c) At the end of Key Stage 3, levels achieved in the core subjects will be reported. The results of both teacher assessment and NCTs will be included, as will the national comparative average.

d) At the end of Key Stage 3, teacher assessment will be made in the non-core foundation subjects and reported in July in accordance with regulations.

e) All teachers will complete reports. The report will have information on each students target levels/grades and also include details of how they are performing in relation to the targets set.  There will be comments on homework and effort made during the target review period. 

f) There will be two ‘Target Review Days’. The review days will replace the formal parents evenings. The first review day will be in December and the second day will be in February. 

g)  Parents, along with their son/daughter, will be invited in to Academy to discuss their child’s progress with the form tutor. Parents and students will receive a progress report and will discuss and set future targets to enable their child to make progress. 

h) Students will be expected to contribute to the report. Students will receive support and guidance from their form tutor in order to complete a written statement about their progress. They will be encouraged to set targets for improvement.

i) The report will include a summary of a student’s attendance record. Both authorised and unauthorised absence will be reported.

j) Parents are asked to comment upon the report, identifying from whom they wish additional comments. 

k) Parents who cannot attend ‘Target Review Days’ will be contacted and if possible an alternative day for interviewing will be made.

l) There will be a Year 10 and 11 parents evening in October. Parents will have the opportunity to discuss their son/daughters progress with subject teachers. Mock examination and forecast grades will be sent to parents prior to the parents evening.

[H]
Reporting to receiving schools

The Academy has developed a procedure, which meets the requirements of the Education (Individual Pupils’ Achievements Information) Regulations as detailed in QCA/04/1333. Full details are given in the ‘Transfer of Records’ documentation.
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