
Stratford Preparatory School 
 

Assessment, Recording and Reporting Policy 
 

Policy Statement 
 
We believe that assessment in our school should be assessment for learning 
as well as assessment of learning.  Effective assessment provides information 
to improve teaching and learning.  We involve our children in this process by 
sharing the learning objectives with them and giving them regular feedback so 
that they understand what it is that they need to do better. This allows us to 
base our lesson plans on a detailed knowledge of each pupil. We give parents 
regular reports on their child’s progress so that teachers, children and parents 
are all working together to raise standards for all our children. 
  
Assessment for learning involves the use of classroom assessment to 
improve learning.  It allows for pupils to become actively involved in their own 
assessment. 
  
Aims and objectives 
 
The aims and objectives of assessment in our school are: 
 

• To enable our children to demonstrate what they know, understand and 
can do in their work; 

• To help our children understand what they need to do next to improve 
their work; 

• To inform teachers future planning;  
• To allow teachers to plan work that accurately reflects the needs of 

each child; 
• To provide regular information for parents that enables them to support 

their child’s learning;  
• To provide the Principal/Headmaster with information that allows them 

to make judgements about the effectiveness of the school. 
  
The Principal/Headmaster make sure that the school complies with all aspects 
of the Early Years Foundation Stage, Key Stage 1 and Key stage 2 
assessment and reporting arrangements (where appropriate) as specified in 
the Assessment and Reporting Handbooks. 
  
Assessment for Learning 
  
We use our School’s curriculum plan to guide our teaching.  In this plan we 
set out the aims, objectives and values of our school and give details of what 
is to be taught to each year group.  In our school curriculum plan we also 
identify opportunities for assessment within each broad unit of work. 
  
We use the National Literacy Strategy and the national schemes of work 
produced by QCA to support our teaching. We use the assessment guidance 



in these schemes to help us identify each child’s level of attainment. 
We plan our lessons with clear learning objectives. We base these upon the 
teacher’s detailed knowledge of each child. We set all tasks each child’s level 
of ability.  Our lesson plans make clear the expected outcomes in the areas of 
expertise, for each lesson.  We make a note of those individual children who 
do not achieve at the expected level for the lesson, and we use this 
information when planning for the next lesson.  We also keep this information 
as a record of the progress made by the class. 
  
We recognise various methods of assessing a child's learning.  The type of 
assessment that we make varies from subject to subject. 
  
Assessment of learning 
  
Teacher assessment of pupils is carried out throughout the school.  In the 
Nursery pupils are assessed against Montessori and the stages of 
development set out in the Early Years Foundation Stage Curriculum 
Guidance. In Reception class, the EYFS Profile is established by the end of 
the first term and the Early Years Foundation Stage Profile is completed by 
the end of the year. In years 1 to 6 pupils are assessed in the core subjects 
against National Curriculum levels.  
 
Pupils achievement is assessed twice yearly in formal examinations apart 
from Reception class who have a Mathematics and English test in the 
summer term only.  In Infant 2/3 classes this comprises of a Mathematics, 
English and Science examination.  At the end of Year 2 the children are 
tested by using the age appropriate Optional Test papers. 
 
In the Junior Department pupils are examined in Mathematics, English, 
Science, French, Geography and History. Years 5 and 6 are also examined in 
Latin. In years 3 to 6 children are tested using the age appropriate Optional 
Tests in English and Mathematics and Science.  
  
These examinations are useful in informing teachers of individual attainment 
and class attainment and results are used when planning future work. 
Pupils class work and homework is used to inform teachers of pupil’s level of 
understanding across all subjects. 
 
Pupils reading ages and spelling ages during each year. 
Pupils in Year 1 complete a Picture test. Pupils in Years 2 to 6 complete 
Verbal Reasoning and Non Verbal Reasoning test.   Reception Class, Year 
1/Year 2 and SEN when appropriate complete a Goodenough ‘Draw a Man’ 
assessment test. 
  
Science assessments are done in the Infants at the end of each topic and in 
the Juniors at the end of each unit of study. 
 
 
 
 



Assessments of learning are in the form of: 
• homework; 
• regular tests; and 
• twice yearly examinations. 

 
  
Recording 
When appropriate, classwork and homework scores are recorded in 
class/subject teacher's mark books. These are used to inform teacher 
assessments. 
  
Summer examination.  
Tests using Optional test papers along with NVR/VR scores, Reading/Spelling 
ages and teacher assessments are entered into the SPS Results Tracker. 
This is used to analyse results informing future planning and provision. Hard 
copies are filed into each class.  
 
Assessment file.  
Assessment information is recorded in class assessment files and used to 
inform teachers about the progress of individuals and groups. The 
Principal/Headmaster uses this information to make judgements about 
teaching and learning. 
  
We take the objectives for individual lessons from the broad learning 
objectives within the school’s curriculum plan. These in turn reflect the 
demands of the National Curriculum. Our teachers record the progress of 
each child against these broad objectives. This enables them to make a 
judgement about the work of each child in relation to the National Curriculum 
level of attainment. This allows us to monitor the progress of each child. Each 
teacher records this information either in the pupil's individual 'Modbury' file 
which is updated twice yearly for core subjects, we assess individual pupils 
progress against APP guidelines regularly throughout the year. This is an 
ongoing process enabling class lessons to regularly inform teachers of pupil’s 
levels of attainment. This information is used to inform the future planning of 
the teachers 
 
Pupil's test scripts for optional tests, verbal and non verbal tests and Summer 
term Science examination scripts are collated into individual achievement files 
together with Infant Maths and English tests, Infant 2/3 Science tests and 
Goodenough draw a man sheets.  These form a basis for the transfer file 
when pupils move on to the next school. 
  
Reports 
We have a range of strategies that keep parents fully informed of their child’s 
progress in school. We encourage parents to contact the school if they have 
concerns about any aspect of their child’s work. 
 
Each term we offer parents the opportunity to meet their child’s teacher. 
During the Michaelmas and Summer terms we give all parents a written report 
of their child’s progress and achievements during the year. In the Summer 



Term report we also identify target areas for the next school year. We write 
individual comments on all subjects of the National Curriculum, on Religious 
Education and PSHE.  We write individual comments on Learning Support as 
appropriate. 
 
In reports for pupils in Year 6 we also provide details of the levels achieved in 
past National Tests and Teacher Assessments for core subjects.  In Year 2 
Teacher Assessments are reported in core subjects.  Parents are informed of 
results showing a baseline comparison. 
  
In Nursery, the teacher will comment on pupil progress with reference to 
Montessori assessments and the 7 areas of learning from the Early Years 
Foundation Stage. Regular assessments of all children are made throughout 
the EYFS. Ongoing assessments involve all EYFS practitioners observing the 
children to understand their level of achievement, interests and learning 
styles. 
  
A formal progress check is made on every child aged two to three. A short 
written summary is provided to parents and carers highlighting achievements 
and areas in which extra support may be required and describing how the 
setting will address any issues. There is a care of duty on practitioners to 
discuss with parents and carers how the summary can be used to support 
learning at home. 
  
Each child's level of development is assessed against the Early Learning 
Goals at the end of the Reception class year. Practitioners will clearly indicate 
whether children are meeting expected levels of development, or if they are 
exceeding or not yet reaching expected levels (emerging). This information 
will be shared with parents by way of a written report and face to face 
meeting. 
  
In Reception, pupil's progress with reference to the Early Years Foundation 
Stage Profile is discussed with parents. The report offers brief comments on 
each child's progress in each area of learning. It highlights the child's 
strengths and development needs and gives details of the child's general 
progress. Reports give an indication of children's levels with a clear 
explanation of the meaning of the levels. 
  
The Infant 2 teacher will be given the profile report together with a short 
commentary on each child's skills and abilities in relation to the three 
characteristics of effective learning; Playing and exploring, Active learning, 
Creative and thinking critically. 
  
Regular feedback noting areas of concern is given to the 
Principal/Headmaster at weekly staff meetings and specifically following 
termly parents meetings. 
 
 
 
 



 
October Half Term    Internal Report – where necessary 
December End of Term Written Report to parents (Absence, late arrivals) 

(Examination results and effort grades) 
February Half Term Internal Report – where necessary 
March End of Term Note to parents if necessary  
May Half Term Internal Report – where necessary 
July End of Term Written Report to parents (Absence, late arrivals) 

(Individual targets in Numeracy and Literacy, and a 
personal target) 

 
  
                   
Feedback to pupils 
We believe that feedback to pupils is very important, as it tells them how well 
they have done and what they need to do next in order to improve their work. 
We have an agreed code for marking for each Key Stage as this ensures that 
we all mark in the same way. 
 
We give children verbal feedback on their work whenever possible. We 
usually do this when the children are working during the lesson although we 
sometimes give feedback on a particular lesson at the beginning of the next 
one. When lesson time does not allow for verbal feedback, we write 
comments on the children’s work during marking. We give written comments 
to children of all ages. We do not always aim these comments at the children; 
quite often we write something that is useful to both parents and teachers. 
 
We encourage the children to make comments about their own work and the 
work of fellow pupils. We encourage older pupils to be the first markers of 
some pieces of work under leadership of the teacher e.g. 11+ practice papers, 
practice papers for entrance exams and National tests, mental arithmetic 
tests, spelling tests. 
 
We allow time at the beginning of each lesson for the children to absorb any 
comments written on their work. We do this to ensure that the time that our 
teachers spend marking really has an impact on the children’s work. 
 
Method of reporting 
In the junior department a grade from A to C is awarded for effort in every 
subject based on the ability of the child.  An explanation of these grades is 
available in each classroom for children to check their progress. Where 
appropriate a mark out of ten is awarded.  House points are awarded to 
motivate individuals.  The Form Teacher keeps a careful record of these 
marks and where there is a significant change (up or down) the 
Headmaster should be notified. 
  
Each Form Teacher is responsible for collecting comments from peripatetic 
staff and for ensuring reports are out on time. When reports are collated they 
should be proof read by another member of staff before sending to the school 
office. 



  
The school office on receipt of either an email or a data stick, will print out the 
reports for staff to check and sign. The school secretary adds absences and 
the number of times a child is late. The Headmaster then adds a comment 
and signature before giving to the school office for distribution.  One copy is 
put on the relevant child’s file and another is sent to the child’s parents. 
 
Examination Guidelines 
 
Formal examinations are to be undertaken twice yearly, in early November 
and in May. 
 
It is expected that most staff will also set continuous assessment tests 
throughout the year.   
 
For twice yearly examinations the procedures are: 

1. Question papers are to be prepared by the relevant subject teacher 
and checked by a member of the Management Team.  Their 
preparation and production is the responsibility of the subject teacher 
and not the office staff. 

2. At the end of the examination the completed scripts and the question 
papers are to be returned to the teacher for marking. 

3. Vigilance against cheating in exams is absolutely essential.  Staff may 
not mark exam scripts while supervising unless there are fewer than 
five pupils with seating very well spaced. 

4. As far as possible seating should be arranged so that pupils do not 
have a clear view of each other's work. 

5. The preparation of reports follows immediately after examinations.  A 
date for completion of reports will be given.  Lists of subject results, in 
alphabetical order by subject or by pupil name. 

  
Roles and Responsibilities: 
 
1.  Principal/ Headteacher 

• Information is disseminated to Assessment Coordinator 
• Implementation of assessment is reviewed 
• Data is monitored and analysed to identify trends 
• Assessment priorities are included in the school improvement plan 
 

2.  Assessment coordinator 
• Policy is up to date and regularly reviewed 
• Methods and procedures are clear to all subject leaders 
• Systems for recording are manageable 
• Disseminates information and liaises with other teachers and senior 

management team 
• Collates, analyses and prepares a report for Headmaster based on 

data collected and feedback from class/subject teachers. 
• Monitors and evaluates assessment procedures 
• Sets timetable for assessment cycle 



 
3.  Subject /EYFS leaders 

• Ensure subject EYFS policies reflect whole school assessment policy 
• Curricular medium term plans and learning objectives are clear 
• Methods and procedures are implemented effectively 
• Pupil progress is effectively tracked 
• Monitor plans to ensure assessment informs planning 
• Use data to evaluate the effectiveness of the curriculum, adapts, 

amends, interprets and analyses to set targets. 
 
4. Class Teacher 

• Discuss pupil' progress with previous teacher and uses information for 
planning. 

• Plans with clear learning objectives. 
• Provides effective feedback to pupils. 
• Activily involves pupils in their learning 
• Analyses test outcomes to identify strengths and areas for 

improvement. 
• Agrees targets for improvement with individual pupils. 
• Tracks pupils progress though out the year e.g. 'Modbury' /APP 
• Ensures information is transferred to next teacher/ school 
• Identifies pupils in need of support (SEN, A,G&T, EAL and other 

vulnerable groups). 
• Liaises Special Needs Coordinator. 
• Reports to parents/careers. 
 

5. Special Needs coordinator 
• Liaises closely with class/subject teacher/assessment coordinator. 
• Monitors individual progress against IEP's / ITP's. 
• Maintains Special Needs register and pupil provision plan. 
• Ensure and supports use of P scales. 
• Annual Assessment Cycle. 
 

Review 
 
This policy is reviewed according to our three year rolling development plan. 
The intention is to develop the assessment process further to address the 
continually changing and developing needs of the school. 
  
Date: 17/03/17 

 
Table of activity to follow.  



Term Activity  Person Responsible 
 Michaelmas Set targets for J3 for end 

of KS2 
English/Maths/Science 
subject leaders 

 Prepare internal 
examination papers 

 Subject teacher 

 Update 'Modbury' 
files/APP files 

Subject /class teachers 

 Collate internal exam 
results, analyse and report 

Assessment coordinator 

 Analyse and review 
Optional Test data 

Senior management 
team 

 Review pupils progress Class/subject teacher 
 Report to parents Class/subject teacher 
 Analyse data at question 

level - internal exams 
Class/subject teacher 

Lent Update APP files Maths/English/Science 
teachers 
  

 Summer EYFS profile and submit 
data Reception/ nursery 

  Year1 teacher 
assessment Year 1 teacher 

 Finalise Optional KS1 TA 
and tests Year 2 teacher 

 Optional tests and internal 
exams  Subject teachers 

 
Optional KS2 tests Maths, English and 

Science teachers 
 Finalise KS2 teacher 

assessment 
Maths/English/Science 
teachers 

  Analyse data at question 
level - optional tests and 
internal examinations 

 Subject teachers 

  Update 'Modbury' and 
APP files Subject teachers  

  Review pupils progress Subject/class teachers 
  Set targets for individual 

pupils Subject/class teachers 
 Collate exam results, 

analyse, input to SPS 
results tracker, and 
prepare report 

Assessment coordinator 

 Transition meetings, 
finalise transition files Class teachers 

 Report to parents Subject/class teachers 
 Review assessment policy 

and practice Assessment coordinator 

 


