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Policy for Assessment, Recording and Reporting
Introduction
· THIS DOCUMENT IS a statement of the aims, principles and strategies for assessment, recording and reporting at Stead Lane First School. It is closely linked with the policies on Marking and Feedback.
· IT WAS DEVELOPED during the academic year 2007-8 through a process of consultation with teaching staff. It’s implementation and ownership is the responsibility of all staff.

· THE POLICY WILL BE REVIEWED in summer term 2010
Policy Statement 

Assessment is a crucial and integral part of the teaching and learning process. It enables us to measure what children know, can do, understand and apply so that we can move them forward to the next stages of their learning. It is an essential part of the cycle of planning, teaching and learning, evaluating, recording and reporting. Pupils, parents and teachers should all be involved in the process of assessment.

Aims/Objectives

Through our assessment, recording and reporting policy we aim to:

Assist children in the learning process

· Enable children to succeed and develop their full potential

· Identify pupils’ strengths and weaknesses

· Raise pupil performance by actively involving them in their own learning

· Set future targets

Assist teachers in evaluating curriculum provision

· Provide continuity and progression in teaching and learning

· Inform future curriculum planning

· Provide an evaluation of what has been taught and learned

Provide information for others

· Inform parents, support agencies, LEA and governors

· Keep a meaningful but manageable pupil profile

· Provide a report to parents

The role and importance of assessment for learning

The core principles for teaching and learning developed from Excellence and Enjoyment are:

· Set high expectations and give every learner confidence they can succeed;

· Establish what learners already know and build on it;

· Structure and pace the learning experience to make it challenging and enjoyable;

· Inspire learning through a passion for the subject

· Make individuals active partners in their subject

· Develop learning skills and personal qualities

At Stead Lane First School we believe that assessment for learning is a key element of these core principles for teaching and learning. It is a powerful means of helping teachers and practitioners to tailor their teaching to get the best improvement for each child. Through AfL, teachers involve each child in order to motivate and help them to take their next steps in learning.

Types of Assessment
·  Assessment for Learning, (Formative) allows the teacher to see what the child knows,

 understands and can do

· Assessment of Learning (Summative) records the overall achievement of pupils

· Diagnostic identifies areas of strength and weakness

· Evaluative allows teachers and managers to see the effectiveness of teaching in terms of performance

Formative Assessment

Formative assessment is part of our daily classroom practice. It is embedded in the teaching and learning process.

It involves

· raising self-esteem and the belief that all can succeed

· explicit learning intentions

· sharing learning goals and success criteria with pupils

· effective questioning

· pupils actively involved in self-evaluation

· both pupils and teachers reviewing and reflecting on pupil performance and progress

· on-going assessment based on how well children fulfil learning intentions

· effective feedback, both oral and written, so that pupils know what they should do next

Implementation

Learning Intentions

At Stead Lane First school, learning intentions are made clear and shared with our children at the beginning of each lesson so that children understand the purpose of the tasks they are asked to do. We display our learning intentions and they are written in ‘child speak’ to make them more meaningful. Writing the learning intention as well as stating it verbally focuses children on their learning.

Success Criteria

The learning outcome or “success criteria” may be stated by the teacher or negotiated with the children. It is also important to give an ‘aside’ to the children to say why it is an important thing to learn.

Plenary sessions at the end of each lesson enable both teachers and children to reflect on the success of the teaching and learning in that session. Pupil self-evaluation is encouraged through questioning and any misconceptions and problems can be dealt with at this time.  Future learning targets may be identified at this stage.

Self- Assessment

At Stead Lane First School we recognise that peer and self-assessment are not replacements for teacher or practitioner marking and feedback. They are important additional forms of assessment which engage children in becoming self-critical and independent.

Peer and self-assessment are ways of engaging children in understanding their progress in learning and identifying next steps in their learning that can be used in addition to oral and written feedback from teachers and practitioners. The aim is to involve children in the analysis and constructive criticism of their own work. Time is built into lessons for reflection in structured ways;

· Response partners

· Self-assessment against a given criteria/ checklist

On-going day-to-day assessments

Informal assessments are based on ‘professional judgement’. The main focus involves teachers using their professional skills to observe a child to see if the work provided for them is sufficiently challenging.

This may be achieved through:

· Questioning

· observing

· discussing

· analysing

· checking children’s understanding

· engaging children in reviewing progress

This is especially important in Reception when the development of basic skills is monitored closely by these informal assessments. At this stage, The Foundation Stage Profile is used. Each week, assessments on one Early Learning Goal are carried out and comments are entered into each child’s record so that profiles of all the children are built up by the end of the year.

Differentiation 

We provide learning experiences at different speeds or depths to meet the needs of pupils who have reached different levels of achievement so that all pupils can make further progress.

There are a number of different forms of differentiation:

· by outcome - where the same task is given and children respond to different levels

· different tasks around the same topic- matched to the needs of children

· variety of input for the same task

· variety of questioning

· completely different tasks

Assessment of Learning (Summative Assessment)

Summative assessment indicates what a child can do at a particular time. 

At Stead Lane First School, some assessments take place at the end of a unit of work, at the end of a year or at the end of a key stage. 

Assessment activities in Literacy, Numeracy and Science are carried out during the last week of each half-term. These are recorded in children’s books and individual record sheets are updated.

Individual pupil progress is measured termly and recorded on Literacy and Numeracy Mapping sheets and cohort tracking sheets using SIMS computer software.

The following is a summary of the sort of assessments that are carried out in our school.

National and Statutory Tests

Externally produced national tests (SATS) are taken at the end of the key stage 1. These take place during May each year. The purpose of these tests is to enable the pupils’ and the school’s performances to be compared with national standards. Strengths and weaknesses can be identified and targets set for improvement.

End of Key Stage Teacher Assessments

Teachers in Year 2 decide upon a level for each child’s attainment in the core subjects using the criteria of level descriptors and professional judgement. 

National Non-Statutory Tests

Externally produced QCA tests are taken by pupils in Years Three, Four in May each year. They enable the school to keep track of pupil progress.

School/Class Tests

These are created by teachers and used in day-to-day lessons. Spelling tests, mental maths tests and tests in other subjects establish what the children have learned or remembered so far.

Salford Reading Test

These are undertaken by children on the special needs register to monitor individual progress

PIVOTs – Please refer to SEN policy.

NFER Standardised tests (Diagnostic) English, Mathematics & Non Verbal

Baseline Tests

 (Reception Class Sept – Oct)

 Language and Literacy

 Mathematics

 Personal and Social Development

 Physical Development

 Creative Development

 Knowledge and Understanding of the world

Planning and the use of day-to-day assessment strategies

Initial and long-term plans are completed termly or half-termly and a copy given to the Headteacher. Individual subject plans are given to the relevant coordinators.  Co-ordinators will collect planning and teacher’s evaluations at the end of each term.

Each teacher uses a Termly Planning File. This contains all copies of medium term plans for the term, current IEPs and detailed weekly planning sheets for

· Literacy

· Numeracy

· All other subjects

The learning intention and success criteria are made explicit in all planning. Key questions are identified and cross curricular links stated when appropriate. 

Assessment opportunities are included in all teachers’ long and short-term plans and these form the next stage of teaching and learning.  Co-ordinators will assist in their monitoring.

Our planning identifies:

· What the assessment is 

· Who it is for (individual, group, class) 

· What evidence will be collected

These might be discussion or observations with notes taken, a photograph, children’s work, results of tests, etc.

Evaluation

Teachers make brief notes on all planning to indicate levels of success and to inform subsequent teaching and learning. At Stead Lane First School we recognise that it is best practice to be constantly revising and changing our planning to meet our children’s learning needs and help them to “close the gap”.

Making cross-curricular links

At Stead Lane First school we believe that making links between curriculum subject s and areas of learning can deepen the children’s understanding by providing opportunities to reinforce and enhance learning. Foundation subjects are taught thematically and delivered through a topic based approach, planned against key skills as identified in the National Curriculum. 

Target setting
Target setting involves the staff and children identifying challenging and measurable targets. They should be realistic and manageable and aim to raise self-esteem through success. Children should be made aware that it helps to move their learning forward.

Target setting is a means of improving standards. It is multi-layered and has been established at the following levels:

· National

· LEA

· School

· Class

· Individual

Northumberland LA has set out targets for schools in order to meet national targets.

School sets targets each year. At Stead Lane First School, we use the results of KS1 SATS to work out average pupil scores. We band pupils according to these.

Year/class/pupil targets are then set.

After careful analysis of SATS and optional SAT results, cohort targets are set termly. These are differentiated three ways to reflect the range of ability within the class. These targets are displayed in the classroom, evident in teacher’s planning and shared with parents.

Underperforming pupils are identified as a “Target Group” in Literacy and Numeracy in each class to receive additional teacher input and this group may have additional targets that they must meet to “close the gap” to ensure accelerated progress.

Record Keeping
At Stead Lane First School the purpose of recording is to:

· Help teachers monitor children’s progress – many of our records, for example reading, daily work, records of achievement, are shared with the children. The sharing of these records helps motivate the children

· Recognise achievement and celebrate this with each child. This is achieved through:


–
Records of Achievement which value children’s achievements in and out of school


–
Adoption of a PSHE policy which offers suggestions for motivating children

· a positive approach to marking

· Use of motivation stickers, sharing assembly, smiley faces, certificates, etc…

· Aid memory: we cannot remember everything, so it is best to write it down, especially to note specific achievements, quick progress, gaps in learning etc

· Note strengths and weaknesses

· Document evidence

· Inform planning. This should include:


–
What the child is to do next 


–
Future planning for the next teacher 


–
Other schools 


–
Parents 

· Child

· Form a basis for reporting to:


–
Children 


–
Parents 


–
Other schools


–
LA 

· Government

· Provide a summary for discussion, and informs verbal and written reports

What should we record?

At Stead Lane First School we record:

· Curriculum coverage in Literacy and Numeracy – traffic light system, highlighting teaching objectives on medium term plans which the majority of the group understood (green), were unsure of (yellow) or did not understand/ were not covered (red). 

· Children’s progress in all English, Mathematics and Science – these are recorded in the children’s Curriculum Records

· Strengths  – appropriate comments are made on curricular records

· Qualities, skills, achievements and interests – these are recorded in Records of Achievement, on personal profile pages, in comments on reports

· Individual needs are identified through individual assessments

Records are kept of:

· Help and support needed

· Identification of SEN

· Individual programmes of work

What records are kept?
 When?

Literacy/ Numeracy objectives                         
End of each unit

Curriculum Records
End of each term

Pupil Profiles for celebratory portfolio
End of each term

Home/Reading Records
Weekly

Records of Achievement – celebratory portfolio
Termly

Assessment Files
Termly

School Portfolio Exemplar
Half-termly

Short-term plans
Weekly

Long-term plans
Half-termly/Termly

Early years checklist
Termly

Individual notes
Daily

Reading and Phonic records
As appropriate

Number recognition
As appropriate

Shape recognition
As appropriate

Initial key words
As appropriate

Sight vocabulary
As appropriate

Teachers’ notes
Daily/weekly

Test results (spelling, mental, tables etc)
Weekly

SAT results
Yearly

Records of Achievement

Each child has a Record of Achievement File. In it are placed:

· Samples of work chosen by child or teacher dated with comment

· Personal comments 

· Self evaluation sheets 

· Certificates and awards in and out of school 

· Photographs

This record belongs to the child and is used to motivate each child and develop a sense of achievement and raise self-esteem.

Curriculum Records

Each child has his/her own Curriculum Record. Teachers record progress and achievements through the levels of attainment in each curriculum area.

SEN

The school’s policy on Special Needs and the Code of Practice is followed.

All children deemed to have special needs through an initial referral form, should have an Individual Education Plan drawn up. 

This IEP will highlight the specific areas to be covered in the learning support, success criteria and sensible timescales. Diagnostic assessment ensures that learning difficulties can be scrutinised and classified so that the appropriate help can be provided.

All SEN documentation is kept with the Special Needs Register and progress of pupils is carefully monitored. Please consult the SEN policy for details of assessments and records for children on IEPs and Statements.

Access

· Parents and legal guardians have access to any reports kept on their child.

· Teachers have a right to access information on children’s academic performance.

· Governors have access to summary sheets of assessment data at KS1 and KS2

Transfer to another school

At the age of transfer or on moving to another school, the following documents are sent to the receiving school:

· Transfer document

· Updated pupil profile

· Special needs information

· Any information that the head teacher or class teacher feel is relevant

Portfolios of Work

Portfolios of work from throughout the school are kept in all core and foundation subjects.

The benefits of such portfolios are:

· consistency / standardisation

· audit moderation

· back up teachers' professional judgement on the development of core and basic skills

· teacher assessment

· INSET value

· evidence of work covered

· helpful to new teachers

· inform teachers and learning / planning

Moderation
Moderation is the process of bringing individual judgements into line with general standards.

Clear objectives and a few well focused targets facilitate accurate assessment.  Children need to know what is expected of them.  These points are crucial to evaluation.

We are naturally concerned with being fair to the individual child, not only in confirming the correct level of attainment but in being certain that the evidence they have acquired is sufficiently accurate to inform the future work planned for that particular child.

We are therefore concerned with such matters as:-

Accuracy of judgement and Consistency
Addressed by meeting as a staff to discuss samples of 

work, by sending a representative to moderation meetings and assessment training within the LA, use of standardised tests and by keeping school portfolios.

What constitutes sufficient evidence and what evidence should we retain?

Whether or not to intervene – ie., perceived conflict between the role of the teacher and assessor.

Whether one assesses the product or the child.

The problem of the child who is borderline between two levels.

Time – uncertainties based on only one teacher’s observations.

Collection of evidence – notes, photographs, annotated work.

Data Analysis

The main reason for any assessment must be to inform the future curriculum provision for the individual child, the class and the school.

The results of assessments are used to inform future curriculum planning.

In June of each year, a Training Day is used so that all data from the assessment week tests are collated and studied.

Tracking sheets for each year group are updated.

Data generated by end of key stage or formal tests is collected centrally. It is processed and compared to national results and trends.

Core subject co-ordinators lead the quantitative analysis of pupil test papers in detail to consider how common misconceptions can be addressed in teaching.

Evaluation can take place at this stage and the work of the school can be measured and reported on. Teachers and managers can see the effectiveness of teaching in terms of performance. 

Raiseonline is used to compare our school performance year on year with our previous attainment and national performance data.

Teachers use their professional judgement to:

· adapt future education programmes for individual children who need extra support or need to be stretched further

· use assessment data to see if the teaching programme has worked in terms of children gaining the knowledge, skills and understanding taught

· adapt their future planning in the light of the information gathered

Reporting

Our school recognises the importance of teachers and parents working together for the benefit of the children. We feel it is important to foster positive links between home and school so we operate an ‘open door’ system enabling a parent/ carer to request a discussion on their child’s progress at a mutually convenient time. Teachers will contact parents if, at any time, aspects of work or behaviour are causing concern.

Parents’ Meetings

There are two formal parents meetings per year, one in the Autumn Term and one in the Spring Term.

The Autumn Term meeting is held near the beginning of term so that parents can meet the new class teachers and it provides an opportunity for exchange of information. The Spring Term meeting provides a report on progress during the year.

There are also a number of other parents’ meetings. These include:

· ‘Welcome to School’ Meeting (for new pupils)

· Year 2 SATS Evening

Written Reports

Parents receive an annual written report each year which covers all aspects of the curriculum.

All reports are given to the head teacher at least a week before they are issued. This is in order for the head to check and monitor the reports throughout the school and to add comments.

Parents have the opportunity to comment on their child’s report by returning the comment slips sent out with the report. If parents feel they need to discuss the report, an appointment should be made with the class teacher.

Copies of each report and returned comment slips are stored in each child’s profile folder.

At Stead Lane First School, we use a computer-based reporting system called ‘Report Assist’. 

This creates professionally presented, objective and meaningful reports. It complies with the National Curriculum reporting requirements and creates a high standard and level of consistency. It is based on banks of QCA guided curriculum statements and general statements ordered by key stage. It allows for children of below, above and average ability within each key stage. Efficient use is made of teacher time while it is still possible to create original and personalised reports. 

When completing reports, Reception uses the Early Learning Goals while Key Stage One and Key Stage Two report using core and foundation subject headings.

Targets are set in Literacy and Numeracy.

Our reports:

· Provide a comprehensive profile of the child

· Highlight strengths and weaknesses

· Set targets for the coming year

· State achievements in relation to National expectations for the year group

School Profile (online)

The Governors’ Annual Report states the SATS results for Key Stage One and Optional QCA results for Year 4 and gives National Comparative Data.

Agreed targets for core subjects for the next academic year are also stated.

Curriculum newsletter 

At the beginning of each term a newsletter goes out to parents with information about the work that is planned for every subject.

Monitoring
Monitoring and evaluation of teaching and the curriculum enables the school to:

· Find out about the quality of teaching and learning and the standards of achievement

· Identify strengths and weaknesses

· Identify areas for development and to take appropriate action

· Ensure consistency in continuity and progression

· Provide appropriate support and resources

· Ensure the needs of all groups of children are addressed

· Share good practice

Current Procedures

Monitoring by the head teacher and all the staff at Stead Lane First School ensures progression and high standards across the curriculum.

The School Improvement Plan is reviewed annually to discuss progress and identify issues for the following year.

The Head teacher monitors:

· long-term, medium term and weekly planning

· Standardised assessments

· data analysis

· reports

· by observing teaching

· by looking at children’s work

· by meeting regularly with the School Leadership Team  to plan, review and monitor aspects of school improvement and development

The Literacy and Numeracy co-ordinators:

· monitor termly and weekly planning and provide feedback to staff

· scrutinise children’s work

· discuss regularly with the head teacher the progress and effectiveness of teaching in the school

· observe colleagues during lessons and provide feedback

· keep portfolios of work 

· monitor target setting throughout the school

Other curriculum co-ordinators:

· monitor medium-term planning to ensure continuity and progression

· observe colleagues during lessons and provide feedback

· discuss their subjects with teachers

· keep portfolios of children’s work

The SENCO monitors:

· individual and group IEPs

· the work of learning support assistants

All staff:

· monitor pupils on a day-to-day basis

· carry out a detailed SATS analysis in the Summer Term

Governors monitor:

· through visits

· governors’ meetings

· the School Improvement Plan

· membership of sub-committees

The School Improvement Partner (SIP) monitors through:

· termly school improvement monitoring visits

· professional discussions with the head teacher

· gathering evidence about the schools performance and development

Equal Opportunities

All pupils are given access to a broad and balanced curriculum and follow the content made statutory by the Programmes of Study within the National Curriculum. Children access the curriculum at the appropriate level, thus ensuring progression and differentiation. 

Please refer to the school’s policies on Equal Opportunities and Racial Equalities.

Role of the Assessment Managers

· review the set of policies relating to assessment

· ensure that the policies are put into practice

· ensure that teachers are familiar with the policies

· support and guide teachers in assessment procedures

· monitor and evaluate assessment practices in school

· keep up to date with latest initiatives, research and resources and communicate these to staff

· attend relevant INSET both within the LEA and external organisations

· prepare, organise and deliver appropriate INSET

· prepare an annual action plan as part of the School Improvement Plan

· monitor assessment results with the head teacher and the staff

· discuss regularly with the head teacher the effectiveness of assessment procedures in school

· work co-operatively with the SENCO

· liaise with the Governing Body

· maintain and organise materials to support assessment
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