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Assessment Recording and Reporting Policy 
 
RATIONALE 
“Assessment for Learning is any assessment for which the first priority “is to 
serve the purpose of promoting pupils’ learning. It thus differs from assessment 
designed primarily to serve the purposes of accountability or of ranking or of 
certifying competence.” (Paul Black 2002) 
 
Assessment lies at the heart of the process of promoting children’s 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 children. Assessment should be incorporated systematically into 
teaching strategies in order to diagnose any problems and chart progress. It 
helps the school to strengthen learning across the curriculum and helps 
teachers enhance their skills and judgements. 
Assessment can be formative, diagnostic, summative and evaluative and an 
integral part of all teaching and learning activities. 
 
Recording and reporting of children’s progress is a statutory duty for all 
teachers. There are two parts to assessment: 
 Assessment of Learning which is used to make judgements about attainment 
 Assessment for Learning which is the process of seeking and interpreting 

evidence for use by pupils and their teachers to decide where the pupils are 
in their learning, where they need to go and how best to get there 

Assessment of Learning finds out what the pupils know whereas Assessment for 
Learning finds out what the pupils know and then plans the pupils’ next steps. 
 
AIMS 
The aims are to: 

 Recognise and take account of the variety of prior learning experiences, 
learning styles and multiple intelligences of all pupils 

 Enable pupils and teachers to identify achievements and plan for future 
progress 

 Assist with continuity and progression from FS to KS1 to KS2  
 Meet statutory requirements 

 
 
 



STATUTORY REQUIREMENTS 
 A record must be kept of each Reception child’s progression through the 

Early Years Foundation Stage Profile (EYFSP)  
 The curricular record must include the following results; KS1 - Teacher 

Assessments in Maths, Speaking and Listening, Reading, Writing and 
Science; KS2 – Teacher Assessments in Maths, English and Science; KS2 
SATs tests in Maths and English  

 When a child moves to a new school his / her records as above must be 
forwarded to the new school within 15 working days 

 A National Curriculum level must be recorded for each pupil in each of 
the National Curriculum subjects at the end of KS1 and the end of KS2 

 A written report containing achievements for each pupil must be sent to 
his/her parent/guardian at least once per academic year 

 Targets must be set for each of the core subjects at the end of KS1 
(Level 2) and KS2 (Level 4) and published annually  

 
ASSESSMENT of LEARNING / SETTING TARGETS 
It is a statutory duty for all teachers to keep a record of each pupil’s 
achievements. There is also a minimum requirement for schools to set a single 
target for each of the three core subjects at the end of each Key 
Stage (English, Maths and Science), expressed as the percentage of children 
expected to reach Level 2 and above at KS1 and Level 4 and above at KS2. This 
must be done in the Autumn term for the following academic year - this allows 5 
terms to achieve the targets. School targets must be published annually in the 
Governing Body’s annual report to parents. 
Schools receive much assessment data: statutory and optional SATs, annual 
Raise online report, FFT predictions. It is vital that all of this information is 
analysed and translated into plans and actions affecting teaching and learning in 
the classroom if it is to have any practical consequences in the classroom. This 
will include targets for classes, groups of pupils, and individual pupils’ learning. 
Targets should be SMART - specific, measurable, achievable, realistic (but 
challenging) and time related. 
 
The Annual Cycle of Assessment 
AUTUMN TERM 

 FFT and RAISE online are available 
 Analysis FFT predictions 
 Target setting (quantitative) school /LA 
 Statutory test papers need to be ordered online 
 Training for Administration of KS1 tests and KS2 SATs given by LA 
 EY/KS1 moderation of Writing 
 Upload data to G2 



 
SPRING TERM 

 KS1 SATs test booklets arrive in school 
 Applications for special arrangements to be made for KS2 tests 
 EY/KS1 moderation of Writing 
 Upload data to G2 

 
SUMMER TERM 

 KS2 National test week (May) 
 EYFS, KS1 and KS2 test and teacher assessment results to be sent to 

the LA 
 KS1 / KS2 moderation process (May/June) 
 Update individual pupil records and transfer to next teacher 
 Annual report to parents on their child’s progress 
 EY/KS1 and KS2 moderation of Writing 
 Upload data to G2 
 
 

ON GOING 
 Assessment for Learning 
 Monitoring of assessment procedures and practices 
 Dialogues with parents, governors and the wider community 
 Parent consultations twice a year 

 
ASSESSMENT IN THE EARLY YEARS FOUNDATION STAGE 
On entry to the school children will be informally assessed. Results are used to 
inform planning, set targets and aid early identification of special needs. 
Children will be assessed to ensure that the next steps in learning are 
appropriately planned in order to help children make progress. During their 
Reception year children will be assessed using the Early Years Foundation Stage 
Profile which is based on the teacher’s ongoing observations and assessments in 
the six areas of learning. Each child’s typical developments and achievements 
are recorded in the Profile. 
 
 
ASSESSMENT FOR LEARNING 
Assessment for learning is ongoing and integral to the teaching and learning 
process. It should provide feedback on learning and involve the pupils in self 
evaluation, setting goals and being responsible for their own learning. 
 
 
 



CONDITIONS of LEARNING 
This involves creating an ethos and environment in which pupils can enjoy 
learning and reflect, improve and grow in confidence which is fundamental to 
learning. It is crucial to consider the conditions for learning within the school 
before focusing on another aspect of Assessment for Learning. 
 
DESIGNING OPPORTUNITIES FOR LEARNING 
This emphasises the importance of a clear focus on learning objectives and 
planning and sharing them with the pupils, parents and carers. It involves 
planning the key focus points for the learning and teaching and involving the 
pupils by making them aware of, and part of, the creation of agreed success 
criteria. It is about ensuring that the context is designed to enable the learning 
objective to be fulfilled and being confident to adapt the planning and teaching 
at any time if the learning objective, based on the assessment during the lesson, 
is not being fulfilled. 
 
 
FEEDBACK ON LEARNING 
The most effective feedback is oral and immediate. It informs pupils of their 
strengths and weaknesses and provides strategies for improvement. Feedback 
should relate directly to the Learning Intention and Success 
Criteria and should not take account of presentation, punctuation, spelling or 
quantity. It should be in the form of comments not grades or marks, be positive, 
be prompt and regular and encourage pupils to think for themselves on how 
improvements may be made.  
 
 
ASSESSMENT FOR LEARNING 
Involving Children in their Learning 
Day to Day Assessment Strategies 
Using curricular targets  
Formative use of Summative Data 
Designing Opportunities for Learning 
 
 
DAY TO DAY ASSESSMENT STRATEGIES 
Day to day assessment is an essential aspect of effective teaching. It involves 
the teacher focusing on how learning is progressing during the lesson, 
determining where improvements can be made and identifying the next steps. 
During the lesson teachers should be listening to, observing and engaging with 
the pupils to be assessed. Strategies such as questioning, observing and 
discussion with pupils can be used. To make full and effective use of assessment 



strategies, pupils regularly need to be involved in the process - assessment in 
partnership 
 
USING CURRICULAR TARGETS 
Curricular targets are based on learning objectives. They are informed and 
identified by analysis of pupils’ work, discussions with pupils, teacher 
assessments and test performance. They identify whole school priorities and 
areas for improvement which are included in the School Improvement Plan and 
linked to Performance Management. Curricular targets are translated into year 
group targets based on age related expectations; they steer improvements, 
guide teaching and set the focus for future assessments. 
 
FORMATIVE USE OF SUMMATIVE DATA 
An assessment activity can help learning if it provides information to be used as 
feedback by teachers and pupils in assessing themselves and each other, to 
modify learning and teaching activities in which they are engaged, such as: 

 Helping pupils structure their own revision through self and peer 
assessment 

 Encouraging pupils to set questions for each other 
 Enabling pupils to develop their own mark schemes to help their 

understanding of what counts as a high quality outcome 
It is the use of assessment information, however it is derived, which 
determines how much it can positively affect learning and teaching in the 
classroom. 
 
USING ICT TO SUPPORT ASSESSMENT FOR LEARNING 
ICT can be used to support: 

 Feedback on learning 
 Peer and self assessment 
 Learners and teachers reviewing and reflecting on assessment data 

ICT provides a means by which teachers can give pupils feedback that is direct 
to the individual. Teachers are able to use ICT to annotate work and to highlight 
successes and areas for improvement. The immediacy of ICT also motivates 
pupils to decide for themselves when to record work that they feel represents 
a significant achievement. 
 
INVOLVING PARENTS/CARERS 
Parents/carers are their children’s first and enduring educators and know and 
understand their children better than anyone else. It is important to see 
parents as co-educators and encourage a two way flow of information between 
home and school in which parents/carers contributions are valued. It involves 
parents/carers sharing information with teachers about their children’s 



development, interests, strengths and needs. This will help the adults involved 
to plan learning opportunities for children that will capture their interests and 
extend their experiences. Equally, this sharing of information will provide 
support to parents/carers, helping them to build on this learning at home. The 
following aspects of communicating with parents/carers may be considered: 

 Provide curricular information to parents/carers 
 Parent/carer individual and class meetings 
 Interviews between teacher and parents/carer 
 Parents/carers as educators at home 
 Teachers modelling for parents/carers in the classroom 
 Weekly newsletter 
 Parent / carer feedback forms 

 
SELF ASSESSMENT 
What are my strengths and weaknesses? 
Am I learning in the best way for me? 
How am I doing? 
What do I need to do to improve? 
What can I remember and understand? 
Where do I have to focus my attention? 
Can I identify what I have to learn? 
Do I know what to do if I am stuck? 
How will I know if my work is good? 
What is really making me think? 
How am I going to make this improvement? 
 
 
PLANNING 
Planning should be of a high quality, ensuring effective and efficient delivery of 
the National Curriculum. In order to plan effectively teachers must be sure of: 

 History : what happened to the pupils in previous classes / lessons and 
their present levels of understanding and attainment 

 Destination : where in the long term the curriculum is taking the pupils 
and in the short term their group and individual targets 

 Quality : the appropriateness of the planned activities for each pupil’s 
ability and learning style 

 Relevance : the pupil’s needs, in terms of the knowledge, skill or 
understanding required and their strengths and weaknesses 

 Balance: providing all pupils with an equal chance to learn in all areas of 
the curriculum. 

 
 



MONITORING 
Monitoring is carried out in order to ensure that policies are put into practice, 
procedures are followed and planning, teaching and learning are of a high quality. 
It includes classroom observations by Headteacher, Subject Leaders, Governors 
etc. and scrutiny of teacher’s planning, pupils’ books and teachers’ records. 
 
RECORDING 
Records should be concise, accessible, manageable and meaningful. Whole class 
assessment data should be kept in an assessment file. The records in this file 
should include assessments for each child in all subjects, APP, gifted and 
talented register, groupings, SATs data, and other records such as home 
learning and spellings.  It is ongoing, meets requirements and is useful for 
planning and teaching. 
See Assessment timetable – Appendix A 
 
REPORTING 
Reports should be informative, reflecting strengths and weaknesses. 
Schools have a statutory duty to provide a written report on each pupil to his / 
her parents/guardians annually. Included should be a summary of what the pupil 
has learned positive achievements, progress made and areas for development / 
future action. It must be written with the reader in mind, succinctly, without 
too much jargon. National Curriculum test levels of attainment in the two core 
subjects must be included for Year 6 pupils and National Curriculum Teacher 
Assessment levels for the three core subjects must be included for Year 2 and 
Year 6 pupils. Reporting to the next teacher could be verbal / conversational / 
written but must take place, including the passing on of all records. It is the 
responsibility of both the Headteacher and Class teacher to ensure full and 
complete records and the Common Transfer Form are completed and provided 
for the new school within the statutory 15 working days from the day the pupil 
left the original school. 
 
 
 
THE ROLE of the COORDINATOR 

 To provide guidance and support to colleagues on all matters relating to 
assessment, being fully aware of statutory requirements 

 To provide or arrange training on matters relating to assessment 
 To coordinate the production and review of school policy and guidelines on 

assessment 
 To Advise on the statutory tests assessment procedures and coordinate 

electronic transfer of data 
 To monitor assessment procedures and practices 



 To act as consultant to all colleagues on assessment issues 
 To monitor the effectiveness of record keeping including curriculum 

planning, pupil records and reports on pupil achievements 
 To coordinate the collation and analysis of attainment data and advise on 

its use for pupil, class and school level target setting 
 To evaluate the quality and appropriateness of existing resources 
 To manage the purchase and deployment of assessment resources 
 To keep up to date with local and national developments on assessment 
 To attend appropriate INSET and disseminate information to colleagues 
 To attend Assessment Coordinator Cluster groups regularly 
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COURTLAND SCHOOL 
ASSESSMENT RECORD YEARLY TIMETABLE 
PLEASE KEEP IN PLANNING FILE AND HIGHLIGHT AS YOU DO THE ASSESSMENTS THAT 
APPLY TO YOU.  
September All 

All 
All 
Y1-6 
Y1-6 
Y5 
Reception 

Read previous records of new class  
Check report objectives are relevant 
Make new assessment records using report objectives Numeracy 
assessments on key objectives 
Set writing targets  
Y5 set statutory targets 
Start entry assessments / set up e-profile 

October Y1-Y6 
Y1-6 
All 
All 
All 
Support staff 
All 
All 

Target setting (levels) 
Numeracy assessments on key objectives  
Science Assessments 
Literacy Assessments 
Review and set IEP targets 
Notes to Teachers for consultations 
Language in Common EAL 
Update assessment folder 

November / 
December 

Y6 
Y1-6 
All 
All 
All 
All 

Mock SATs Week  
Numeracy assessments on key objectives 
Science Assessment 
Literacy Assessments 
Update assessment folder 
Upload G2 assessments 

January / 
February  

All 
Y1-6 
All 
All 
All 

Review and set IEP targets 
Numeracy assessments on key objectives 
Science Assessments 
Literacy Assessments 
Update assessment folder 

March Y6 Mock SATs Week  
April All 

Y1-6 
Support staff 
All 
All 
All 

Science Assessments 
Numeracy assessments on key objectives 
Literacy Assessments 
Notes to Teachers for consultations 
Update assessment folder 
Upload G2 assessments 

May Y6 
Y2 
Y3/4/5 
All 
All 
All 

SATs external marking 
SATs marked in school 
Optional SATs marked in school 
Moderation of KS1 SATs writing  
Science Assessment 
Update assessment folder 

June All 
All 
Y2 
Reception / Y2 
Y6 
All 
All 

End of Year Reports 
Review and set IEP targets for next academic year 
Complete KS1 assessments 
Complete e-profiles and KS1 data to send to LA 
KS2 data to LA 
Update assessment folder 
Upload G2 assessments 

July All Update assessment folder 
End of Year 
Handover 

All Assessment Folder – all assessment records to be given to 
subject coordinators  SEN Folder IEP/EAL 
Group Reading Records 

 


