
Sept 2017  

 

 

 

 

ASSESSMENT, RECORDING 
AND REPORTING 

POLICY  

 

 

 

 

 

 

 

 



Sept 2017  

KEY PURPOSES 

 
Assessment is an integral part of teaching and learning.  It is the process through 
which pupils’ attainment and progress are recognised and is used to improve 
learning.   
 
The key purposes of assessment are: 
 

 Curriculum - to enable the identification of pupils’ progress and needs, to 
evaluate the effectiveness of teaching in enabling learning and motivating pupils. 

 Communication - to provide appropriate information for a range of audiences: 
pupils, parents and carers, teachers, governors other educational institutions, 
agencies and employers. 

 Accountability - to enable teachers to show how they are fulfilling their aims and 
meeting school requirements. 

 
Assessment for learning and assessment of learning are different but compatible and 
complementary.  The principle aim of assessment should be to inform teaching and 
learning and not focus purely on purposes related to accountability. 

Fundamental principles 

Assessment, recording and reporting should: 

 offer all pupils an opportunity to be involved in showing what they know, 
understand, can do and what they need to develop; 

 support the setting of personal and school targets that are based on the 
highest expectations; 

 recognise that the National Curriculum does not encompass all learning.  That 
there is the wider curriculum which includes pupils’ personal, social and 
emotional development; 

 be based on shared learning objectives; 

 provide effective feedback and feed-forward for pupils and adults; 

 involve different professionals and other agencies as appropriate, recognising 
the contribution all make to the process; 

 be rigorous and consistent. 
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The Big Picture of Assessment 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assessment for learning including: 

Peer- and self-assessment 

Pupil engagement  and immediate feedback 

Broader view of progress for teacher and learner 

Using national standards in the classroom 

Improves curriculum planning 
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Management and monitoring 

In our school/department we will be managing and monitoring assessment, 
recording and reporting successfully when: 

 everyone understands that they have individual and joint responsibilities; 

 the agreed policy and guidelines are communicated to all staff and specific 
roles and responsibilities are clear; 

 a member of staff has overall responsibility for co-ordinating assessment, 
recording and reporting; 

 practice is monitored through agreed systems; 

 monitoring evidence is evaluated to identify effective practice and areas for 
future development. 

Planning learning 

Planning will be effective when: 

a) progression is mapped throughout the school, taking into consideration the 
National Curriculum programmes of study, school schemes of work, time 
available and any planned thematic work; 

b) planning is organised into that to be taught in the long, medium and short term; 

c) planning reflects a range of learning styles 

d) teachers regularly evaluate their teaching and pupil’s learning to inform future 
plans; 

e) prior learning is taken into account when planning next steps of learning and 
setting targets for improvement; 

f) key learning objectives are assessed; 

g) The Sheffield Grids are used to inform planning; 

h) Curricular targets in literacy and mathematics are assessed; 

i) it is recognised that not all learning is assessed. 

Assessment for learning 

Classroom practice will be effective when: 

a) we are clear about what pupils know, understand, can do and what they need to 
do next in all areas of their learning; 

b) we ensure pupils know what they are learning, what they have achieved and how 
they can improve; 

c) assessment informs practice. 
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Marking and providing feedback 

Classroom practice will be effective when: 

a) we focus the response on the learning objectives and criteria for success; 

b) a range of strategies are used to support learning which includes spoken and 
written feedback; 

c) feedback is prompt and regular; 

d) pupils are directly involved; 

e) teaching is modified as appropriate. 

Assessment of learning 

Practice will be effective when: 

a) teachers use a range of strategies, not just testing; 

b) current statutory guidance is understood and followed; 

c) consistent judgements of pupil’s attainment and progress are made 

d) pupils’ individual needs are fully taken account of; 

e) pupil attainment data is analysed to identify strengths and weaknesses; 

f) outcomes of analyses are acted upon and inform teaching and learning. 

 
Assessing Pupils Progress Using Sheffield Tracking Grids 
 
Using Sheffield Assessment and Tracking Grids will: 
 

• Demonstrate how assessment is integral to successful teaching and learning 
• Encourage a broadly based curriculum which generates a wide range of 

evidence of pupils’ achievement 
• Provide a fuller picture of pupils’ strengths and weaknesses (for teachers, 

pupils and parents/carers) in relation to national standards 
• Offer a secure basis for pupil tracking 
• Give insights which directly inform future planning, teaching and learning in 

the course of a year 
• Help make connections between techniques promoted through ‘Assessment 

for Learning’ and judgements relating to national standards 
• Engage teachers and learners in all year groups in periodic assessment to 

raise attainment 
 

Sheffield Assessment and Tracking: The benefits: 
 

• ‘Internalises’ assessment for teachers 
• Enhances subject knowledge 
• Promotes a broad curriculum 
• Directly informs future planning, teaching and learning 
• Greater confidence and clarity about targets, progress and feedback  
• Engagement of all teachers (and other adults) 
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• Potential for transfer and transition 
• Shared understanding of national standards 
• Reduced reliance on testing 

Recording and evidence 

Records will be effective when: 

a) they demonstrate pupil progress over time, based on agreed criteria such as 
learning objectives linked to the National Curriculum; 

b) the agreed system is manageable, useful and used; 

c) they inform planning and report writing. 

Reporting 

Reports will: 

a) be provided for a range of audiences including parents and Governors; 

b) meet statutory requirements; 

c) provide clear, concise information which parents can understand about their 
child’s progress, strengths and areas they need to develop; 

d) provide a ‘holistic’ view of the pupil 

e) involve pupils and parents in the learning process; 

f) provide opportunities for discussion between pupils, parents and teachers and 
the setting of targets. 

Transfer and transition 

Practice will be effective when: 

a) liaison and trust is developed within school and with other schools; 

b) there is a clear agreement about what information should be passed on; 

c) the right information gets to the right people in good time for it to be used 
effectively to plan for pupil’s learning; 

d) current statutory requirements are met. 

Using assessment information as part of school improvement 

To improve our school we will: 

a) track pupil performance year on year; 

b) use assessment information to see how we compare with local and national 
results and schools in similar circumstances (including PP and prior attainment 
benchmarks); 

c) set targets for improvement at whole school, group and individual level; 

d) ensure our expectations are appropriately high for all pupils; 

e) monitor progress in relation to our baseline for all pupil groups; 
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f) make positive links to performance management where appropriate. 

 Additional principles 

The school will ensure that: 

a) resources are procurred as necessary; 

b) staff receive continuing professional development opportunities; 

c) appropriate links are made to other documents / policies eg. 

 Teaching and learning policy 

 Monitoring policy 

 Separate subject policies 

 Special needs policy / SEN Code of Practice 

 Equal opportunities policy 

 Marking and Feedback for Learning policy 
 
 
 

GUIDELINES FOR THE EFFECTIVE IMPLEMENTATION OF THE ASSESSMENT 
RECORDING AND REPORTING POLICY 

Fundamental principles 

The fundamental principles are incorporated into sections detailed below. 

Management and monitoring 

Consistent with the schools’ monitoring policy, the Assessment Co-ordinator, in 
conjunction / collaboration with Subject Leaders/Phase leaders, will monitor 
assessment practice and feedback to the Headteacher / Senior Management Team.   
 
Monitoring activities will include: 
 

 reviewing children’s work to monitor the implementation of the assessment 
and marking policies; 

 reviewing teacher’s planning to monitor how assessment is planned for and 
how outcomes are recorded and used; 

 observe teachers teaching to monitor assessment strategies/techniques 
being used. 

Planning learning 

a) Long term planning should: 

 involve the whole staff / subject department; 

 map progression throughout the school in terms of the level of demand with 
reference to the National Curriculum  

 show a broad and balanced curriculum; 



Sept 2017  

 identify priorities for what we will assess in depth; 

 identify what end of year / key stage assessments should take place; 

 identify when statutory assessment will take place; 

 evaluate assessment information regularly; 

 inform medium term plans; 

 reflect whole school priorities. 

b) Medium term planning should: 

 identify intended progression for classes / groups; 

 contain clear key learning objectives that take account of prior learning, within 
the context of the programmes of study; 

 indicate success criteria relating to medium term teaching/learning objectives; 

 indicate how achievement of these objectives will be recognised through a range 
of assessment opportunities; 

 suggest key questions teachers might use to focus assessment activity; 

 take account of level descriptions / National Curriculum expectations where 
necessary and appropriate; 

 identify statutory assessment activities; 

 include any agreed assessment tasks. 

c) Short term planning should: 

 recognise individual needs / abilities and prior attainment; 
 

 take account of the outcomes of pupil’s performance when planning next steps 
of learning; 

 

 identify learning objectives, success criteria to be applied and key questions to be 
used; 

 

 identify strategies and techniques to be used to assess individuals / groups of 
pupils which reflects pupils’ different learning styles; 

 

 indicate any specific individuals / groups who will form a focus for assessment in 
a particular lesson; 

 

 involve pupils in self / peer assessment; 
 

 take account of our agreed priorities foe what we will assess in depth; 
 

 recognise that assessment does not need to be planned for all learning. 
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Assessment for Learning  

Assessment for learning involves the use of classroom assessment to improve 
learning. It differs from assessment of learning, which measures what learners know 
or can do. 

Key Features 

Much recent research indicates that effective formative assessment is a key factor in 
raising pupils' standards of achievement. 

Central to formative assessment, or 'assessment for learning' is that it: 

 is embedded in the teaching and learning process of which it is an essential part;  

 shares learning goals with pupils;  

 helps pupils to know and to recognise the standards to aim for;  

 provides feedback which leads pupils to identify what they should do next to 
improve;  

 has a commitment that every pupil can improve;  

 involves both teacher and pupils reviewing and reflecting on pupils' performance 
and progress;  

 involves pupils in self-assessment.  

To improve the quality of assessment for learning, we should consider our approach 
to: 

Involving pupils in their learning;  

Modelling quality: showing pupils the learning strategies and goals;  

Giving feedback to pupils on their work;  

Self assessment and peer assessment. 

Involving pupils in their learning; 

Most schemes of work emphasise the need to identify clearly the learning objectives 
for a lesson. Indeed, lessons remain better focused when teachers share these 
objectives with pupils. In order to involve pupils fully in their learning, teachers:  

 explain clearly the reasons for the lesson or activity, in terms on the learning 
objectives;  

 share the specific assessment criteria with pupils;  

 help pupils to understand what they have done well and what they need to 
develop;  

 show pupils how to use the assessment criteria to assess their own learning. 

 

 

http://www.qca.org.uk/ca/5-14/afl/involving_pupils.asp
http://www.qca.org.uk/ca/5-14/afl/modelling_quality.asp
http://www.qca.org.uk/ca/5-14/afl/feedback.asp
http://www.qca.org.uk/ca/5-14/afl/self_assessment.asp
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Modelling quality: showing pupils the learning strategies and goals; 

Assessment criteria are often defined in formal language that may not be clear to 
the pupil, so it is important that teachers share with their pupil’s examples of work 
so that they can see the standards they are aiming for. Pupils who study the 
completed work of others will develop their reflective skills and find out what it is 
like to take an active part in the assessment process.  

These opportunities can include: 

 encouraging pupils to listen to the range of pupils' responses to questions;  

 showing pupils the learning strategies;  

 showing pupils how the assessment criteria have been met in some examples 
of work from children not known to the pupils;  

 encouraging pupils to review examples from anonymous pupils that do not 
meet the assessment criteria, in order to suggest the next steps to meeting 
the assessment criteria;  

 using examples of work from other pupils in the class highlighting the ways it 
meets the assessment criteria or standards. 

Giving feedback to pupils on their work; 

Feedback is an essential element in assessment for learning. Teachers need to 
develop methods to interpret and respond to assessment information in a formative 
way. It is important that there are safe and secure relationships so that trust is 
established between teacher and pupil, prior to giving feedback. 

Pupils benefit from opportunities for formal feedback through group and plenary 
sessions. Where this works well, there is a shift from teachers telling pupils what 
they have done wrong to pupils seeing for themselves what they need to do to 
improve and discussing it with the teacher. 

Therefore, giving feedback involves making time to talk to pupils and to teach them 
to be reflective about both the learning objectives and their work/responses. 

Characteristics of effective feedback 

Feedback is more effective if it focuses on the learning objective of the task, is given 
regularly and while still relevant.  It should be limited to what pupils were asked 
to pay attention to; 

 
Feedback is most effective when it confirms the pupils are on the right tracks and 

when it stimulates correction of errors or improvement of a piece of work.  
 

Use coded marking against learning objective for accessibility and manageability  
eg 3 good bits, one improvement 
 
Use a ‘closing the gap’ prompt to structure improvement points:         Either 

A reminder prompt, how do you think…?’ 
A scaffolded prompt, a direction/order, focused question, start a sentence 
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An example prompt, give a choice of words/phrases they might choose 

Suggestions for improvement should act as "scaffolding" ie pupils should be given as 
much help as they need to use their knowledge. They should not be given the 
complete solutions as soon as they get stuck so that they must think things 
through for themselves.  

Pupils should be helped to find alternative solutions if simply repeating an 
explanation continues to lead to failure.  

Feedback on progress over a number of attempts is more effective than feedback on 
performance treated in isolation.  

The quality of dialogue in feedback is important and most research indicates that 
oral feedback is more effective than written feedback.        

Pupils need to have the skills to ask for help and the ethos of the school should 
encourage them to do so.  

Are clearly understood by parents who have knowledge of the school’s feedback 
policy. 

 

Feedback in written form – guidance on marking work 

Teachers should: 

 make sure pupils can read it and understand it; 
 

 give set lesson time for pupils to read it (3 minutes) and give set lesson time for 
one focused improvement to be made (5 minutes); 

 

 make the purpose of work clear and let pupils know how it is to be assessed, 
making success criteria explicit; 

 

 comments should focus on the success criteria already established; 
 

 let pupils know when work will be marked and returned; 
 

 ensure pupils are clear what follow-up is expected to any piece of work eg ‘do 
corrections’, ‘practise certain skills’, ‘develop the work in certain ways’; include a 
Gap Task to move learning forward 

 

 ensure pupils understand any grade, score, level or code (if used); 

 routinely look for opportunities to teach patterns; 
 

 make reference to any targets previously set until the targets are hit.  Targets 
give the marking focus; 

 

 encourage pupils to choose targets for improving her/his work using marked 
work to reflect upon. 
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Self assessment and peer assessment. 

If pupils are to learn, they need to identify any gaps between their actual and 
optimal performance. Pupils need to be able to work out why these gaps occur and 
they need to identify the strategies that they might use to close the gaps. This is 
something that has to be done by the pupils and cannot be done for them by the 
teacher, although the teacher's interchange is crucial to the pupil's understanding of 
what needs to be done next. 

In addition, pupils will need to: 

 reflect on their own, and other’s work;  

 be supported to admit problems and identify areas for improvement without risk 
to self-esteem;  

 be given time to work problems out.   

What do we mean by self-assessment? 

Children being able to judge for themselves, sometimes in  
consultation or collaboration with their teachers, peers and others: 

 
 what they know; 
 what they have learned; 
 where they have been successful; 
 what they need to do to improve. 

 
Getting self-assessment going: 
 

 train children to do it; 
 

 emphasise thinking and articulating, not writing; 
 

 articulation can be a brainstorm, in small groups or pairs; 
 

 establish it as a constant feature of lessons; 
 

 link it to learning objective of the lesson; 
 

 model possible responses; 
 

 open up questions to all, sometimes asking for collective responses (small groups 
or pairs); 

 put questions on cards; 
 

 give ‘thinking time’, about 15 seconds on one question, then share. 

Ask questions such as (these can be part of the plenary): 

 
Do you remember what we are learning about? 
What did you find easy about…? 
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What did you find difficult and what helped you move out of it to learn 
something new about…? 

What do you need more help with about…? 
What are you most pleased with about…? 
Have you learnt anything new about…? 

How would you change this activity for another class / group who are learning 
to…? 

 
Assessment of learning 
 
Teachers should ensure that: 
 
 

 Sheffield evidence is collected on the identified children.  This evidence is used to 
support judgements of children within the class, 
 

 Sheffield  evidence is wide ranging and cross curricular, 
 

 

 Sheffield  folders are kept up to date and follow school guidelines – using 
National Expectations to make judgements, 
 

 Teachers moderate each half term with year groups, phase and across the 
school, 
 

 Teachers moderate across the E-ACT academies, 
 

 statutory assessment is administered as set out in external guidance eg: NFER . 
 

 end of year/key stage Teacher Assessment is finalised using ongoing assessment 
information, 

 

 everyone, including parents and pupils, is aware of the equal status of Teacher 
Assessment and tests/tasks and the complementary nature of each, 

 

 they have a clear understanding of national expectations  through engaging in 
moderation activities with other staff, 

 

 due consideration is given to all pupils entitlement and access to appropriate 
summative assessment processes, 

 

 they engage in analysis of assessment data and use the information to adjust 
teaching and learning plans. 
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Statutory Assessment 
The following assessments will take place as detailed in guidance received from DfE.  
This currently indicates the following: 
 

 End of Key Stage 2 - all pupils at the end of KS2, usually those in Year 6.  The 
assessment period is one week in May. 

 
 
Non-Statutory Assessments 
 

 Summative assessments will be made annually of pupils in Years 3, 4 and 5, NFER 
tests to be administered twice a year, PM - Benchmarking reading 
 

 Summative Teacher Assessment will be shared  termly  
 

 The outcomes of both Teacher Assessment and test/task will be used to inform 
future learning and set targets for individuals (use of Sheffield) 

 
Recording and evidence 
 
Teachers will: 
 

 keep an individual record for each pupil which gives details of achievements, 
attainment and the progress they have made; 

 

 use records to support diagnosing difficulties, informing future teaching and 
learning, reporting to parents and, in the wider context provide evidence for 
the monitoring and evaluating of teaching and curriculum provision; 
 
 

 keep records on all aspects of teaching and learning and on pupil’s 
achievement outside the school where possible; 

 
           ensure the following are updated on a regular basis: 
 

 evaluation/next steps section on short term plans; 
 evaluation on medium term plans; 
 separate subject gathering records; 
 reading records; 
 individual/group targets; 
 individual pupil record; 
 progress/tracking record. 

 

 involve pupils in reviewing their own work and recording their progress; 
 

 pass on the agreed set of records to the pupil’s next teacher. 
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Reporting 
 
Teachers will: 
 

 write an end of year report for each pupil, giving parents information relating to 
achievements, attainment and the progress the pupil has made since their 
previous report and indicating areas for development and targets for future 
learning; 

 

 give parents the opportunity to discuss the report.  Half termly summaries on 
curricular targets will be kept on their child’s progress during the school year.  
Parents will also be given further opportunities to discuss their childs’ progress at 
parent consultation meetings; 

 

 involve pupils in the report to parents by giving them opportunities to reflect 
upon their progress and deciding upon future learning targets; 

 

 use the records and reports to track pupil’s progress over time and form the 
basis of transfer information passed on to the next teacher/next phase; 

 

 contribute to reports to Governors on pupil’s achievement, attainment and 
progress.  These reports will normally be given by senior managers of the school, 
however other staff may be asked to give inputs as appropriate. 

 
 
Transfer and transition 

Teachers will  

engage in curriculum liaison and cross-phase activities as directed; 

ensure the agreed set of pupil information/records is passed on to the right people 
in good time, both internally and when pupils move to another school; 

read and take account of information passed on from previous teachers to provide 
appropriate challenging and support; 

Using assessment information as part of school improvement 

 
Teachers will: 
 

 engage with data analysis as appropriate and evaluate the outcomes; 
 

 use the outcomes of statutory and non-statutory assessments, along with 
teacher assessment information, to determine future teaching and learning; 

 

 set targets for individuals / groups / classes / cohorts as directed; 
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 set statutory targets will be set for Year 6 pupils and additional targets will be 
set for each year group as indicated in the school’s progress record/individual 
pupil record. 

 
Staff Development 
 
Teachers will attend training events as appropriate including: 
 

 meeting statutory requirements; 

 end of key stage assessment arrangements; 

 standardisation meetings (Sheffield); 

 moderation meetings within / across schools (Sheffield) 

 pupil progress meetings 

 Sheffield INSET 
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EVIDENCE OF ASSESSMENT FOR LEARNING 

CHECKLIST 

This summary checklist will help you find evidence of effective use of assessment for 
learning.  

Evidence can be found in: 

PLANS with 

 emphasis on learning intentions and sharing them with pupils and other 
adults in the classroom;  

 assessment criteria for feedback and marking, self and peer assessments;  

 differentiated groups, changes to differentiated grouping;  

 review time and flexibility built in;  

 annotations with notes of pupils to focus on because they need 
additional/ consolidation work;  

 use of guided group sessions for explicit formative assessment 
opportunities;  

 adjustments highlighted / crosses out - what did/not work and why;  

 good questions recorded that really reached pupils' understanding / 
misconceptions;  

 events that showed unexpected outcomes.  

TEACHERS who are  

 using a wide range of knowledge of pupils and why they make mistakes, 
making judgements about why and about next steps/interventions;  

 sharing learning intentions with pupils and using them to give feedback / 
mark work / rewards;  

 demonstrating a reflective approach to teaching and learning and 
building in review time for themselves and their pupils;  

 encouraging pupils to take responsibility for their learning by providing 
opportunities for pupils to describe their response to learning intentions 
or targets, the strategies they use and the judgements they make in 
relation to their progress;  

 'modelling' a variety of skills/ attitudes / standards / qualities for pupils;  

 analysing pupils' performance in tests and using the information for 
future learning plans;  

 feeling confident / secure in classroom practice.  
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PUPILS through 

 changes in their attitudes to learning - motivation, self esteem, 
independence, initiative, confidence;  

 changes in their responses to questions, contributions to plenaries, 
explanations and descriptions;  

 changes in their performance - their attainment improves;  

 questions they ask;  

 active involvement in formative assessment processes eg self / peer 
assessment, recognising progress in their written work/ skills / knowledge 
/ understanding, target setting.  

SCHOOL ETHOS which 

 values attitudes to learning with trusting relationships;  

 encourages and builds self-esteem;  

 systems that support all pupils;  

 uses value-added data;  

 provides support/guidance/appropriate training opportunities;  

 manages change well and includes maintenance systems;  

 encourages review and self-evaluation at individual, subject and school 
level.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


