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There are five sections to this policy: 
 
1. Aims  

 
2. Rationale 

 
3. Purposes of Assessment 

 
4. Practice in the Academy 
 
5. Intervention 

 
6. Responsibilities and Duties 

 
Appendices 

 

` 
 

DOCUMENTATION 
 
This policy should be read with reference to the following documents: 
 

 Annual Academy Management Calendar  

 Academy Assessment Calendar 

 Teaching for Learning Policy  

 Marking Policy 

 Homework Policy 

 Guidance for the Completion of Reports 

 Instructions for the Conduct of Examinations 

 Analysis of Student Performance Data 

 Schemes of Work (Academy Guide) 

 Code of Expectation 
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AIMS AND RATIONALE 

 
“Overall the purpose of assessment is to improve standards, not merely to measure them” 
 
“The quality of assessment has a significant impact on attitudes to learning and on attainment in 
schools by stimulating and challenging students to work hard and by encouraging teachers to 
focus on how to improve the learning of individual students” 
 
“The core purpose of assessment is to move students on in their learning” 
 
1 AIMS 
 

 To provide clear guidelines on the Academy’s approach to assessment, recording, reporting 
and target setting 

 To establish a coherent approach to assessment, recording, reporting and target setting across 
all subject areas 

 To provide a system which is clear to students, staff, parents/carers and other stakeholders 

 To monitor and record students’ progress and ensure that it informs teachers’ future planning 
and students’ on-going learning 

 
2 RATIONALE 
 
2.1 Assessment is an essential part of the teaching and learning process.  Not only does it provide 

essential information about a student’s progress, but it also forms the basis of a teacher’s 
subsequent planning of appropriate learning outcomes.  Assessment must be regular and will 
encompass systematic informal assessment of students’ progress through marking and internal 
assessment, and more formalised assessment through internal tests and external 
examinations (e.g. GCSEs). 
 

2.2 Assessment provides key information about a student’s progress.  It is essential that this 
information is shared with the student, partly through written and verbal feedback, and partly 
through a formal reporting procedure.  Teachers are responsible for ensuring that students act 
upon the feedback given and use this information to enhance their learning.  

 
Feedback now takes varied approaches based on subject and curriculum needs. Each 
department has developed their own marking and feedback policy based on the spirit of SITS 
(Strength, Improvement, Target and Student response) and agreed under the common marking 
principles established by all middle leaders. Parents also play an important part in this process 
and they are encouraged to enter into a dialogue with their child and the teacher at least once 
per half term by providing feedback on the homework or assessment activity and the feedback 
through marking. Parents have personalised log in details to ‘Show My Homework’ which 
presents them with their child’s individual dashboard. Parents can see what homework is set, 
when it is due and teachers can report if this is submitted, late or not submitted. 

 
Parents receive regular reminders to check both the planners weekly and monitor the ‘Show 
My Homework’ dashboard. The Assistant Principal (Teaching and Learning) provides regular 
monitoring reports on Show My Homework to ensure that homework is set according to policy. 

 
2.3 Assessment data is used to track the progress of all students and is essential in the 

identification of potential underachievement and the implementation of appropriate 
interventions. This data is used to measure the performance of the academy and consequently 
creates a mechanism of accountability for all stakeholders.  All teachers must use data on a 
regular basis to monitor the outcomes of their teaching and to ensure all students progress to 
their full potential. 
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2.4 Our Expectations of Assessment: 
 

 Assessment is a required part of the programmes of study at KS3 and KS4. 

 Assessment should inform teaching, learning and progress 

 Assessment should be accurate, reliable, manageable and useful 

 Assessment has to give understandable information to everyone 

 Assessment has to help set achievable targets for future improvement 

 Assessment has to give accurate information about strengths and areas for development  

 Assessment has to compare achievement and progress against prior attainment  

 Assessment has to evaluate the success of teaching strategies and provide an indication of 
which strategies work well as well as those that are less effective  

 Assessment has to be positive, provide motivation and clear indications of successful ways 
forward 

 Assessment has to involve students and should include them self-assessing their own work as 
well as peer-assessing the work of their peers  

 Assessment must be in line with National Curriculum and exam board requirements 
 
 
 
3 PURPOSES OF ASSESSMENT 
 
3.1 Assessment may be used in a variety of ways and for a variety of purposes. 
 
It may be: 
 

 Formative: recording what has been achieved, what needs to be done next and setting 
realistic, achievable learning goals that will enable students to reach their target grades;  

 Summative: recording a student’s overall achievement; 

 Diagnostic: identifying a learner’s strengths and area for development whilst giving 
appropriate guidance and support; 

 Evaluative: providing information that will help to evaluate the effectiveness of the curriculum 
and the success of teaching strategies; 

 Informative: providing information for a student’s Progress File and for Progress Reports to 
parents/carers. 

 
3.2 One of the most important purposes of assessment is to motivate and encourage by: 
 

 Involving students in the learning process through explaining the reasons for the assessment 
and its relationship to the course; 

 Recording positive achievement which contributes to a summative statement; 

 Making sure that students are fully aware of assessment objectives and the criteria for 
success; 

 Discussion of performance and establishing clear, achievable targets for students. 
 
 
 
4 PRACTICE IN THE ACADEMY 
 
4.1 Principles 
There are a number of principles upon which the philosophy on which the ARR Policy is founded. 
These are: 

 Marking and assessment in all subject areas is undertaken according to a common format 
which recognises strengths, areas for development attainment (where appropriate) literacy, 
and presentation. 



 5 

 Reports are sent to parents that comment on progress against baseline targets, examination 
performance and students’ overall attitude to learning in the form of an AEA (Aspire, 
Endeavour, and Achieve) level. 

 Every student will at get least three Progress Reports per year; these will be data reports. In 
addition, students in Key Stage 4 will receive mock grade reports. Year 11 will receive a written 
subject progress report and all other years will have a written report at the end of the year from 
their Home Group tutor. 

 There is one Parents’ Evening for each year group throughout the year. 

 There are internal examinations for: Years 11 and 10 in November; Year 10 and 11 in 
February/March. All years take baseline internal assessments in Autumn 1 and there are 
internal assessments through Autumn 2, Spring 2 and the final Summer term.   

 GCSE examinations and vocational qualifications will be taken by students in Year 11 and in 
Year 10. Controlled and Practical assessments (where applicable) will take place in GCSES 
and BTECS throughout Years 10 and 11 and contribute towards the final examination grade. 

 Internal assessments are set and recorded by all staff and kept by Subject Leaders. The format 
for this process is standardised and moderation also takes place during week D of every 
assessment cycle. Specific assessment data is also recorded on SIMS to enable the Academy 
to monitor, evaluate and set targets for individual students. 

 
 
4.2 Assessing students on entry  

 All year 7 students are assessed on entry to the Academy using internal assessments. 
This, in conjunction with Key Stage 2 data allows staff to set groups and also allows subject 
areas to gain an understanding of potential future GCSE options.  

 Mid-term admissions are assessed and set using prior data from their previous school as 
well as Key Stage 2 data. These are followed by English and Maths assessments to ensure 
that they receive the best support in their transition to the Academy.  They are also tested 
using GL Assessment.  

 EAL mid-term admissions – The process is for EAL students on entry – see appendix 7 
 
 
4.3 The Importance of Formative Assessment (assessment for learning) 
 
Formative assessment involves designing and using assessment in the teaching and learning 
environment in order to raise students’ standards and achievement. It is based on the idea that 
students will improve most if they understand the aim of their learning, where they are in relation to 
this aim and how they can achieve the aim (or close the gap in their knowledge, skills or 
understanding). 
 
“Assessment for learning is any assessment for which the first priority in its design and practice is 
to serve the purpose of promoting students’ learning. It thus differs from assessment designed 
primarily to serve the purposes of accountability, or of ranking, or of certifying competence. An 
assessment activity can help learning if it provides information to be used as feedback, by 
teachers, and by their students, in assessing themselves and each other, to modify the teaching 
and learning activities in which they are engaged. 
 
Such assessment becomes ‘formative assessment’ when the evidence is actually used to adapt 
the teaching work to meet learning needs.” 
 

(Black, Wiliam, et al, 2002) 
 
 
 
Effective formative assessment involves five key aspects: 
 

 Clarifying, understanding and sharing learning intentions; 
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 Engineering effective classroom discussions, tasks and activities that elicit evidence 
of learning; 

 Providing feedback that moves learners forward; 

 Activating students as learning resources for one another (collaborative learning, 
peer-assessment); 

 Activating students as owners of their own learning (self-assessment). 
 
The Academy, subject departments and individual teachers will take every opportunity to 
implement these five aspects of formative assessment. 
 
Appendix 5 includes a range of practical steps in the implementation of formative assessment. The 
minimum expectation is that all lessons will: 
 

 provide students with clear learning objectives linked to measurable and differentiated 
success criteria; 

 provide planned, formative questions at key points during the lesson; 

 provide opportunities for measuring progress (learning pit stops) during the lesson so that 
both the teacher and the students can take steps to ‘close the gap’ in skills, knowledge 
and/or understanding by the end of the lesson. 

 
 
 

4.4 Feedback and Marking Policy – the Assessment Dialogue    
 

To support Assessment Led Schemes of Work and moving towards a more diagnostic model of 
delivering the curriculum, marking expectations have shifted. 
Staff are now expected to have evidence of ‘deep and thorough marking/feedback’. 
To support teacher workload and improve the efficiency of marking and feedback, which in turn 
drives Outstanding outcomes, the Mark Hall Academy marking policy has been redeveloped in 
consultation with Middle Leaders. 
The rationale is that each department requires its own personalised marking method, specific to 
the needs of the subject, its content and assessment. Therefore, there is no longer a one size fits 
all approach to marking and delivering feedback, rather an agreed set of principles. 
These principles sit underneath the overarching assessment policy (ARR policy) and above the 
individual departments marking policy. 
 

ARR Policy - Assessment Policy (MHA/BAB) 

Marking Principles (All Middle Leaders) 

Individual department marking policy (Head of Department) 

 
Agreed amendments are that there is no set way of marking or set scale on when marking should 
take place. Provided the Assessment needs are met and that students are prepared through 
Assessment Led Schemes of Work to meet the relevant targets set of them then the form of the 
marking/feedback is down to each department. 
This has been designed in conjunction with the overarching ARR/MER/CPD calendar where 
designated deep marking time has been built in to support teacher workload and provide a 
consistent platform for ensuring quality feedback takes place. 
Each department has their own marking policy and agreement which is available in the department 
MER handbook. 
 
Staff will have additional directed time to support marking, moderation and standardisation to 
ensure accurate assessment data capture as well as designated planning sessions for 
intervention. The purpose of this time is to target student misconceptions and gaps to improve their 
work and then to re-test against these same areas for progression.  
This is supported with more regular and formative assessment through verbal feedback, self and 
peer assessment. 
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There are expected principles of marking/feedback; the key expectation is that it will evidence 
impact in the work of students.  
 
Mark Hall Academy ARR 2018/9 
 

Data Drop 1 Data Drop 2 Data Drop 3 Data Drop 4 

20.10.17 15.12.17 16.03.18 06.07.18 

 
3 weeks of assessment and data entry: 

Timeline Week 1 Week 2 Week 3 

Action Data entry opens for 
1 week 
All data entered 

Data standardised by 
HoDs/ALT 

Data to ATT 
Standards boards take place to 
ascertain TOI/intervention and 
repair 

Staff All teachers enter 
data  

Data and marking 
moderation and 
standardisation held within 
departments 

Department intervention and 
repair lessons planned 

 

 All students’ work is assessed, using a variety of approaches, including self- assessment and 
peer-assessment, and using supportive, diagnostic comments designed to support progress.  

 Teachers must ensure the marking or success criteria for any assessment has been shared 
with and understood by the students in advance. The teacher should mark some of the work 
that is assessed by the students or their peers to ensure accuracy of students’ self- and peer- 
assessment. 

 Positive comments dominate, recognising students’ achievement against clear success criteria 
and building students’ confidence. Developmental comments in the form of Improvements and 
Target Tasks should be worded carefully to avoid damaging students’ self-esteem. 

 Clear targets for improvement are set so that students know precisely what they need to do to 
improve and they have clear criteria for achieving the next level/grade 

 Deep marking: Attainment in classwork, homework and/or controlled assessment will be 
assessed a minimum of once every half-term, with an overall level or grade for the subject 
being awarded. Each substantial assignment should also be awarded a level or grade to reflect 
attainment in the assignment. 

 Following recent national changes, National Curriculum Levels for KS3 have been phased out. 
MHA’s ‘Life Without Levels’ provides a rigorous approach to measuring students’ progress 
based on their prior starting points across Years 7-9. 

 At KS4, from 2017 for English and Maths GCSEs and from 2018 for all other subjects the A*-G 
GCSE Grades will be replaced by a Points scale of 1 to 9.  9 will be the highest point and 1 the 
lowest.  Nationally the proportion of students gaining at least Point 4 will be roughly the same 
as those who currently achieve at least a Grade C.  The proportion of students gaining at least 
a Point 7 will be roughly the same as those who currently gain at least a Grade A.  The new 
Point 9 will be awarded to the top 20% of students.  The diagram below shows how the new 
number Points relate to the old GCSE Grades. 

 
 
 

Diagram: New GCSE grading structure compared to current grading structure  
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4.5 Literacy Marking 
All subjects are responsible for the teaching and marking of features of literacy, following the 
guidance of the Academy’s Literacy Co-ordinator. This will include commenting on paragraphing, 
use of punctuation, capital letters, and spelling (see also Literacy Marking policy) and should use 
the following marking code: 

 

 sp = spelling error (write in correct spelling of word) 

 gr = grammatical error (write in correct grammatical form e.g. were not was) 

 p = punctuation – write in missing punctuation e.g. .,!?”:; 

 0 = missing capital letter 

 _____ = indicates that the phrase/sentence doesn’t make sense 

 // = new paragraph 

 v = try another word 
 
Spelling needs to be taught and should be based upon the needs and purpose of the student’s 
own writing and not upon lists of decontextualised words. Students’ attention should be directed to 
the internal structure of the word s/he needs to learn and also to the most common spelling rules. 
The ability to spell is part of all teachers’ common responsibility for language development. 

 
4.6 Monitoring    

The monitoring, evaluation and review (MER) of all subjects is carried out by senior and middle 
leaders. The cycle below shows that regular and structured monitoring takes places to ensure 
that teachers are assessing work and feeding back regularly and with impact. 
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4.7 Target Setting: 

Target setting is the process of ascertaining the level or grade a student might attain at a given 
point in the future. Key Stage 2 data and other predictive indicators such as FFT 20 are used to 
determine the estimate.  Each student will have an individual estimate set for them for each of their 
subjects. Estimates also form part of the summative and formative report process that is sent home 
to parents/carers throughout the academic year. 
 
The termly overview progress stickers are used to plot students’ progress following each 
assessment cycle.  From this, students then reflect in their subject exercise book about their 
progress in relation to their individual targets. These labels will provide parents, carers, students 
and staff with a clear method of tracking progress made throughout the year towards the end of 
year target. The termly overview stickers are placed each term in student exercise books or 
folders. Staff must ensure during tracking periods that information is put on the labels.  

ALT, Subject Leaders, and Heads of Department should monitor and review this information 
through book scrutinies to ensure that good progress is being made.  If students are not making 
sufficient progress then intervention will occur at the earliest possible opportunity.  Initially this may 
include a mentoring conversation between the teacher and students and/or parents/carers as well 
as adaptations to the learning sequences so that gaps can be closed within the lessons. 
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Examples of a termly overview progress sticker:   

 

 

History                                                   2018-19 

Year 8 

 

Target Grade Progress Towards 
  

 

Term Topic/Title Content/Skills Assessment Working 

At/Progress 

Spring 1 What was it like 

to be involved in 

the slave trade? 

This unit focus on the role of Britain in the transatlantic slave trade. 

Students will explore West African Kingdoms before the transatlantic slave 

trade and the impact of the slave trade on them, how the trade triangle 

worked and what life was like for the slaves. In doing so, we will look at 

’What part did Britain play in the transatlantic slave trade?’ 

Historical Focus: Causation and Consequence 

There will be several 

assessment questions 

throughout the half term. 

The final assessment will be 

requiring students to make 

a judgement on a statement 

based on different sources 

 

Spring 2 Why was the 

slave trade 

abolished? 

In this enquiry we will be investigating the factors that led to the abolition 

of the slave trade. This unit focus on the debate surrounding the causes of 

the abolition of the slave trade, the nature and impact of slave resistance 

and revolt, the fate of the slaves and slavery after 1807. In doing so, we will 

look at ’Why was the slave trade abolished?’ 

Historical Focus: Causation and Consequence, Continuity and Change 

There will be several 

assessment questions 

throughout the half term. 

The final assessment will be 

a historical explanation, 

analysing how slaves 

resisted and rebelled.  

 

 

 
 
4.8 Life without Levels 
Following the removal of National Curriculum Levels, the Academy implemented a system that will 
continue to allow for rigorous assessment, progress and tracking for all students without statutory 
criteria.  
 
Students will be set an estimated progress grade for KS4, using the new 1-9 grades, based on 
their KS2 level/standardised score. Please note that these estimates will be reviewed each year in 
light of any new Department for Education (DfE), ATT or government updates and guidance. 
 
The expectation is that students will be measured against their target grade. Students who achieve 
their target grade would be measured as ‘expected’. Some students may have made increased 
progress and they would be measured as ‘above. Students not at target grade would be measured 
as ‘below’. whilst some may go further onto the next route and be measured as having made 
‘exceptional progress’.  
 
Need PR example 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.mha.attrust.org.uk/
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5. INTERVENTION 
 
During each Assessment Cycle students’ progress towards their targets is recorded electronically 
using SIMS to give a working at level/grade as well as an estimated end of year level/grade. Heads 
of Department complete a standards board document in which they analyse this data and identify 
any gaps in progress with students, groups of students or classes.  Individual teachers are aware 
of any underachievement for any student and will then plan subsequent learning sequences to 
close any gaps.  
 
 
This will enable staff within the Academy to: 

 Adopt a consistent approach to the identification of underperformance; 

 Understand their role and responsibilities towards tackling underperformance across the 
curriculum;  

 Be aware of the range of strategies available to address the needs of a student who is deemed 
to be underperforming; 

 Be able to contribute effectively to the whole Academy Intervention Strategy. 
 
 
 
6. RESPONSIBILITIES AND DUTIES 
 
The sponsor will, by agreement: 
 

 Support the Academy to deliver all aspects of the Policy; 

 Assist the Academy in setting realistic targets for achievement in both Key Stage 3 and Key 
Stage 4; 

 Assist in the provision of INSET needs. 
 
The Governing Body will: 
 

 Support the Academy to deliver all aspects of the Policy; 

 Ensure that the Assessment Policy is regularly reviewed and updated; 

 Set realistic targets for achievement at both Key Stage 3 and Key Stage 4. 
 
The Academy Leadership Team will: 
 

 Undertake a regular review of the Policy through inspection and Reviews; 

 Support and monitor the different staff teams in the implementation of assessment, recording 
and reporting practices; 

 Be responsible for the maintenance of the SIMS Assessment Manager database; 

 Ensure that there is a coherent strategy for the effective management of performance data; 

 Set evidence-based student progress targets which are agreed for all students in all subjects; 
(These targets are reviewed annually) 

 Monitor student progress towards their targets; 

 Ensure staff receive training on the interpretation and use of data to inform their planning; 

 Make use of RAISE online, and other sources of data to assist with the target setting process 
across that Academy.  

 
The First Vice Principal (Curriculum and Standards) will: 
 

 Closely monitor the progress of all students’ and use data to report to the Academy Leadership 
Team Governors, staff and parents/carers; 

 Analyse the data to monitor the progress of all vulnerable groups (Pupil Premium, SEND, EAL); 

 Provide an analysis of the performance of all vulnerable groups; 
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 Liaise with ALT  and Heads of Faculty to plan and deliver appropriate intervention programmes 
for vulnerable groups; 

 Communicate with parents the mock exam and internal assessment and reporting calendar; 

 Evaluate the impact of academic intervention and report to show progress on closing the gaps 
for vulnerable groups.  
 

Heads of Department within their subject areas will: 
 

 Support department members in the implementation of the policy; 

 Ensure that their Assessment Policy is regularly reviewed and updated; 

 Plan assessment opportunities into their schemes of work and regularly evaluate their 
effectiveness; 

 Establish agreed subject criteria for assessment and marking which conform to whole 
Academy guidelines and meets the criteria for the National Curriculum and GCSE 
specifications;  

 Monitor the consistency and accuracy of assessment and marking; 

 Ensure that assessment information is accurately and systematically recorded and appropriate 
information provided for the SIMS Assessment Manager database; 

 Analyse performance data, monitoring progress of students towards their targets throughout 
the year; 

 Use assessment information for setting students; 

 Agree their subject contribution to the assessment of cross-curricular themes, such as ICT, 
Aspire, Endeavour, Achieve (AEA) Attitudes to Learning, literacy, numeracy and SMSC; 

 Identify the INSET needs of their team; 

 Maintain a portfolio of assessed work to ensure consistency of standards; 

 Ensure that their department meets the report deadlines and standards. 
 
 
 
KSCO will: 
 

 Support their Home Group Tutor team in implementing the policy; 

 Ensure that students’ records are kept up to date; 

 Monitor the progress of students in their phase/year group and support the Individual Action 
Plan process where necessary through tracking, spot checks and work reviews; 

 Coordinate, support and monitor the mentoring programme; 

 Together with Heads of Department ensure that students are appropriately set; 

 Monitor the quality of different types of report and ensure that reporting deadlines are met. 
 
SENCo will: 
 

 Closely monitor the progress of all SEND students’ and use data to report to the Academy 
Leadership Team Governors, staff and parents/carers; 

 Analyse the data to monitor the progress of all SEND students; 

 Provide an analysis of the performance of all SEND groups; 

 Liaise with ALT, Heads of Department and the SEN team to plan and deliver appropriate 
intervention programmes for SEND students; 

 Evaluate the impact of academic intervention and report to show progress on closing the gaps 
for SEND students.  

 
Pupil Premium lead will: 
 

 Closely monitor the progress of all PP students’ and use data to report to the Academy 
Leadership Team Governors, staff and parents/carers; 

 Analyse the data to monitor the progress of all PP students; 
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 Provide an analysis of the performance of all PP groups; 

 Liaise with ALT, Heads of Department to plan and deliver appropriate intervention programmes 
for PP students; 

 Evaluate the impact of academic intervention and report to show progress on closing the gaps 
for PP students.  

 
 

Data Manager will: 
 

 Manage the academy’s data tracking system; 

 Compile target data for all students based on agreed systems; 

 Prepare Progress Reviews for each student; 

 Disseminate target data to relevant leaders as appropriate. 
 
Subject Teachers will: 
 

 Ensure that termly overview progress stickers are placed in exercise books and are updated; 

 Gain the necessary expertise and knowledge about data analysis through training; 

 Ensure that students have a clear understanding of the assessment criteria (NC levels and 
GCSE grades); 

 Regularly assess and mark students’ work employing a range of formative assessment styles; 

 Use the results of all assessments to monitor progress and plan future learning sequences 
which match and extend student capabilities; 

 Motivate students by giving them a clear picture of their level of performance, what they have 
done well and their areas for development;  

 Contribute to the assessment of cross-curricular themes e.g. ICT, Aspire, Endeavour, Achieve 
(AEA) Attitudes to Learning, literacy, numeracy and SMSC; 

 Celebrate success in meeting targets using the Academy reward systems. 
 

Learning Tutors will: 
 

 Ensure that student files are kept up-to-date; 

 Ensure that all sections of the student planner are maintained by all students; 

 Ensure that termly progress reviews are stuck in planners and academic conversations take 
place in HG time 

 Undertake mentoring interviews following the Academy’s guidelines; 

 Be responsible for ensuring that the different types of report for their home group are correctly 
completed. 

 
Students will: 
 

 Ensure that all sections of the student planner are kept up-to-date; 

 Regularly review their work and negotiate learning targets with their subject teachers and 
learning tutors; 

 Prepare and revise thoroughly for internal assessments and mock exams; 

 Ensure that data from each Assessment Cycle is recorded on their Flight Path/Route Master 
and reflect on their progress against their target/s; 

 Seek advice about what to do to improve; 

 Immediately act upon the feedback and advice given by their teachers. 
 
 
 
Parents will: 
 

 Be involved in regular communication with the Academy in order to understand the learning 
needs of their son/daughter; 
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 Assist their son/daughter in achieving the learning targets; 

 Regularly monitor the use of the Student Planner; 

 Support their child in preparing/revising for mock exams and internal assessments; 

 Discuss progress with their child and communicate with staff through the learning dialogue 
pages in the planner following Progress Reviews being sent home; 

 Attend Consultation Evenings and parental interviews; 
 
 
APPENDICES 
1. Assessment Recording Report calendar – updated by EWH 
2. Conduct of Examinations- updated by JAM 
3. Formative Assessment (AfL) – updated by EWH 
4. AEA descriptors – Attitudes to Learning – updated by EWH 
5. EAL – Admissions 
6. Mid-Year Admissions 
 



APPENDIX 1 – Assessment Recording Report calendar 

 Dates for Parent’s Evenings and ‘reports home’ may be subject to change 
 

AUT 1 
7 
Weeks 

 A B C D E  F  G 

SOW Baseline Assessment 
ALL YEARS 
(DD1 Data) 

DD2 Content & Input Intervention & repair based on SB & Data 

ARR   Data Entered for 
baseline assessment 

(DD1) 

Data standardised 
by HODs/ALT 

Data to ATT 20.10.17 

Standards Boards 
REPORT  TO ALL 

YEARS  
16.10 

Parents evenings & 
Reports 

    05.10 Open 
Evening 

12.10 

Yr 11  
Parents Eve 

Yr 10/11 Post 16 
Choices eve 

CPD & PMR 
 

 

INSET 1 – 04.09 
INSET 2 – 05.09 

12.09 
90mins 

Twilight 1 
Pastoral (VBU) 

19.09 
TOI Session for 

all staff to 
support 

intervention & 
PMR (MHA) 

26.09 
Department 

Moderation of DD1 

INSET 3 
06.10 PMR 

17.10 
Middle 
Leader 
Forum  

17.10 
Pastoral 
Forum 

MER 
Green Pastoral 
Blue Departmental 

2017  
Standards Boards 

Drop In 
HG Drop ins  

Drop In 
Notice boards 

DD1 
Standard Boards 

Learning Walk 
Uniform  

Learning Walk 
Conduct points 

 

AUT 2 
7 ½  
Weeks 

 A B C D E F G X 

SOW Intervention DD2 Content & Input DD3 Content & Input 

ARR  DEEP FEEDBACK WINDOW 
 

SUM ASS Data Entered for 
DD2 

Data 
standardised by 

HODs/ALT 

Data to ATT 15.12 

Standards Boards 
 

Parents evenings & 
Reports 

ALL YEARS 
 Meet the Tutor 

02.11 
 

    07.12 

Yr 9  
Parents Eve 

REPORT  TO ALL 
YEARS  
11/12 

 

CPD & PMR 30.10 ATT 
INSET 4 

07.11 
Deep Feedback 

Window 

14.11 
Deep 

Feedback 
Window 

21.11 
90 mins Twilight 2 

Department 
Moderation 

28.11 
Middle 
Leader 
Forum  

28.11 
Pastoral 
Forum 

12.12 
Department 

intervention and 
repair lessons 

planned 

 

MER 
Green Pastoral 
Blue Departmental 

Book look & 
HMWK 

Planner check 

Book look & HMWK 
Equipment check 

Lesson obs 
PSHE drop 

ins 

Lesson obs 
Assembly drop ins 

Lesson obs 
WCC Impact 

Lesson obs 
CAP analysis 

DD2 Standards 
Boards 

Awards & rewards 

 

 

SP 1 
5 ½  
Weeks 

 A B C D E F 

SOW DD3 Content & Input 

ARR  Yr 11 written reports  Deep Feedback Window 

Parents evenings & 
Reports 

 11.01 

Yr 8 
Parents Eve 

 

 25.01 
Yr 9 Pathways 

evening 
 

 08.02 

Yr 7 
Parents Eve 

 
CPD & PMR INSET 5 – 03.01.18 16.01 

Middle 
Leader 
Forum  

16.01 
Pastoral 
Forum 

30.01 
Deep Feedback 

Window 

MER 
Green Pastoral 
Blue Departmental 

Typicality summary 
report 

HG Drop ins 
 

Typicality summary 
report 

Assembly Drop ins 

 

Drop In 
 

Uniform 

Drop In 
 

Conduct Points 

Learning Walk 
 

Planner checks 

Learning Walk 
 

Equipment checks 
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SP 2 
6 
Weeks 

 A B C D E F 

SOW Intervention & repair based on SB & Data DD4 Content & Input 

ARR  SUM ASS Data Entered for 
DD3 

Data standardised 
by HODs/ALT 

Data to ATT 16.03 

Standards Boards 
 

Parents evenings & 
Reports 

 
 

  
08.03 

Yr 10 
Parents Eve 

 

 REPORT  TO ALL 
YEARS 
23.03 

 

CPD & PMR 06.03 
Middle 
Leader 
Forum
  

06.03 
Pastoral 
forum 

27.02 – 90 mins 
Twilight 3  

Department Moderation 
including intervention 

planning 

 

13.03 
MID TERM PMR  

 

20.03 
Department 

intervention and 
repair lessons 

planned 

27.03 
Department 

intervention and 
repair lessons 

planned 

MER 
Green Pastoral 
Blue Departmental 

Book look & HMWK 
PSHE Drop-in 

Book look & HMWK 
Pastoral Folders 

Lesson obs 
WCC impact  

Lesson obs 
Home learning 

DD3 Standards 
Boards 

CAP Analysis  

 
Awards & rewards 

 
 

SUM 1 
6 
Weeks 

 A B C D E F 

SOW DD4 content and input Deep Feedback 
Window ARR      

Reports       

CPD & PMR 17.04 
AcadeME 

24.04 
AcadeME 

02.05 
AcadeME 

08.05 
AcadeME 

15.05 
AcadeME 

22.05 
AcadeME 

 

MER 
Green Pastoral 
Blue Departmental 

Typicality summary 
report 

HG Drop ins 

Typicality summary 
report 

Assembly Drop ins 

Drop In 
Uniform 

Drop In 
Conduct Points 

Learning Walk 
Planner checks 

Learning Walk 
Equipment checks 

 

SUM 2 
7 
Weeks 

 A B C D E F G 

SOW Deep Feedback 
Window 

SUM ASS Intervention & repair based on SB & Data 
 

Transition 
Projects 

ENRICHMENT  
WEEK 

ARR SUM ASS Data 
Entered for  

DD4 

Data 
standardised by 

HODs/ALT 

Data to ATT 06.07 

Standards 
Boards 

REPORT  TO ALL 
YEARS  
09.07 

Reports   HG written reports for Home Group Students  

CPD & PMR 05.06 Deep 
Feedback 
Window 

12.06 90 mins 
Twilight 4 
Department 

Moderation including 
intervention planning 

19.06 
Pastoral 
Forum 

26.06 
DEPT 

ALSOW 

03.07 
DEPT 

ALSOW 

10.07 
Enrichment week 

prep 

MER 
Green Pastoral 
Blue Departmental 

Book look & HMWK 
PSHE Drop ins 

Book look & HMWK 
Pastoral folders 

Lesson obs 
WCC impact 

 

Lesson obs 
Home learning 

DD4 Standards 
Boards 

CAP analyis 

 
Awards & rewards 
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APPENDIX 2- Conduct of Examinations 
 
Internal/External Examinations Code of Practice 
 
Instructions to Candidates - What You Must Do 
 

 Know the dates and times of your examinations 

 Arrive 15 minutes before the start time so that the examination may start on time. 

 Leave all personal belongings in the secure location e.g. gym 

 Check the seating plan before entering the exam room 

 Proceed in silence into the designated exam area e.g. hall. 

 Sit in your designated seat, settle down quickly and wait quietly for the invigilator’s instructions. 

 Listen carefully to any instructions the invigilator may give you and make sure you carry them out. 

 Tell the invigilator at once if: 
- you think that you have not been given the right paper 
- you do not have all the materials listed on the front of the paper. 
- the question paper is incomplete or badly printed. 

 Tell the invigilator at once if you think that your work may be affected by ill health or any other 
reason. 

 Read carefully the instructions printed on the question paper and/or on the answer booklet. Answer 
all questions you are instructed to 

 Fill in the details on the front of your answer papers before the start of the examination. If you are 
answering on separate sheets of paper make sure you head each sheet with your name, form, 
subject and teaching group. 

 Do rough work on paper provided. Any rough work done on your final answer paper should have a 
line drawn through it before you hand it in. 

 Put your hand up if: 
- you feel ill; 
- you have a problem and are in doubt about what you should do; 
- you need more paper 

 Work silently and do your best 

 At the end of the examination check that you have headed all your answer papers and put them in 
the correct order. 

 Wait silently for the invigilator to tell you to leave. 

 Remember that you are under examination conditions until you leave the examination hall. 

 Leave silently; there may still be exams going on in other rooms. 
 
 
 
Instructions to candidates  -  What You Must Not Do 
 

 You must not take part in any unfair practice. Cheating will result in the immediate cancellation of 
your paper and withdrawal from the examination room. 

 You must not talk or attempt to talk to, communicate with or disturb other candidates or draw 
attention to yourself in any way once you are under examination conditions i.e. from the moment 
you enter the exam room to the moment you leave. Failure to comply will result in your 
disqualification from the examination and withdrawal from the examination room. 

 You must not take to your seat any unauthorised materials or equipment e.g.: 
- Calculators (except when specified) 
- Calculator cases 
- Pencil cases – unless the pencil case is transparent 
- Bags 
- Erasing fluid e.g. ‘Tippex’ 
- MP3 players and/or earphones 
- Mobile phones 
- Watches (except from an analogue watch which has been checked by an invigilator) 
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- Dictionaries (except when specified) 
- Any devices which emit light/sound/information or store digital media 
- Food 
- Drinks (apart from a bottle of water which has no labels) 
- Books or written resource material (except where specified) 

 You may not borrow anything from another candidate during the course of the examination. 

 If you do need to leave the examination room through illness or a desperate need to go to the toilet 
you will have to be accompanied at all times by a member of staff. 

 You are not allowed to leave the examination room until the official end of the examination. If you do 
finish early you must remain in silence in your seat and do nothing to distract those around you. 

 
External examinations – GCSE Examinations (please see Student Exams Handbook) 
 

 Whenever you come into Academy you must wear full Academy uniform. Failure to comply will 
result in being sent home to change. 

 If you are ill on the day of an examination, inform the Academy as soon as possible. 

 If you are late for an examination you must report immediately to the lead invigilator in the 
examination room. You may still be allowed to sit your exam but you will not be allowed any extra 
time. 

 Arrive at least 15 minutes before the scheduled start of the examination. 

 Assemble in the East Link corridor and wait for a member of staff to direct you  
- you have a problem and are in doubt about what you should do; 
- you need more paper 

 Work silently and do your best 

 At the end of the examination check that you have headed all your answer papers and put them in 
the correct order. 

 Wait silently for the invigilator to tell you to leave. 

 Remember that you are under examination conditions until you leave the examination hall. 

 Leave silently; there may still be exams going on in other rooms. 



 
APPENDIX 3- Formative Assessment (AfL) – Practical Steps 
 

Strategies Implementation 

Sharing the learning intentions  Share learning objectives at the beginning of the lesson, 
and where appropriate during the lesson, in language that 
the students can understand 

 Use these objectives as a basis for questioning and 
feedback during the lesson and at the end in the plenary 

 Evaluate this feedback in relation to achievement of the 
learning objectives to inform the next stages of planning 

Help the students to know and 
understand the standards they 
are aiming for 

 Show students work that has met criteria with explanations 
of why 

 Give students clear success criteria that relate to the 
learning objectives 

 Model what it should look like 

 Train students to devise their own tests and mark scheme 

 Ensure that there are clear, shared expectations about the 
presentation of the work 

 Provide displays of students’ work that show processes as 
well as the finished product 

Use effective questioning 
techniques 

 Give students time to think and to contribute 

 Use ‘no hands’ questioning techniques 

 Arrange the learning environment to assist whole class 
dialogue with each other. 

 Avoid teacher repetition of the answer so that students 
listen to each other more 

 Use questions that demand more descriptive, reflective and 
speculative answers 

 Value wrong answers and use them to develop 
understanding 

 Use closed questions formatively 

 Use a greater range of open and higher level ‘thinking’ 
questions. 

Provide feedback that leads to 
students recognising their next 
steps and how to take them 

 Identify the key pieces of work that require formative 
feedback at the planning stage – use a light touch on other 
pieces of work. 

 On formative assessments provide comment only marking 

 Provide clear success criteria to be met when setting work 
and relate your feedback to where students have met the 
criteria and where they still need to improve. 

 Provide ‘closing the gap’ targets on how students should 
make the improvement and give them time to take this 
action. Give a time limit for this to be done. 

 Provide oral as well as written feedback wherever possible. 

Involve students in peer and 
self-assessment 

 Give students the opportunity to talk about what they have 
learned and what they have found difficult using the 
learning objectives as a focus. 

 Train students to assess each other’s work against criteria. 
Teacher modelling can aid this process. 

 Ask students to explain the steps in their thinking. 

 Train students in the use of traffic lights 

 During peer assessment the teacher should look for 
opportunities to ‘close the gap’ and frame helpful 
interventions. 
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Appendix 4-  Aspire, Endeavour, Achieve (AEA) descriptors- Attitudes to Learning 
  

6 PILLARS of 

Aspire 

Endeavour 

Achieve 

The Character 

… 

Grade 1 

Motivated  

Learner 

Grade 2 

Developing 

Learner 

Grade 3 

Passive  

Learner 

A
S

P
IR

E
 

Principled & Proud …acts with 

integrity and 

honesty. 

Listens. 

Takes 

responsibility 

for own actions. 

Self-reflection - Reflects potential 

& prior attainment. 

Realises learning is a team effort 

and respects teachers feedback, 

time and interventions. 

All deadlines met and homework 

always complete to a high 

standard. 

Exceptional quality of all work. 

Rarely misses a day of school. 

 

Generates some ideas of how 

to improve own and others 

work 

Only when prompted acts on 

teachers feedback. 

Some interest in improving 

attainment. 

Homework is completed to 

an acceptable standard.  

Can miss learning 

opportunities due to absence. 

 

Low quality and standards 

Inconsistent homework 

completion and irresponsible 

excuses at times. 

Lack of self-respect. 

Lack of respect for the 

learning team. 

Little interest in improving 

attainment. 

Absence affects learning. 

Caring & 

committed 

…shows 

respect at all 

times and has a 

relentless ‘can 

do attitude’ 

Independently follows the 

PROUD statement. 

Excellent conduct and self-

regulation in class. 

Never distracts others. 

Great working relationships and 

empathy. 
Nothing less than 100%. 

 

Is able to participate in group 

work. 

Mixed effort given to tasks 

and activities. 

Is sometimes unfocussed. 

Respectful to learners and 

their working environment. 
 

Inconsistency with effort 

produced in work.  

Regularly late to most lessons 

Disrespectful towards others. 

Disruptive towards learning. 

Unable to participate in 

group work effectively. 
Often quarrels with other 

students. 

E
N

D
E

A
V

O
U

R
 

Independence & 

Grit 

…has the 

courage and 

spirit to 

explore new 

ideas. Has 
resolve and 

determination  

to see things 

through. 

Always trying to improve. 

Always acts on teacher’s 

feedback. 

Prepared to take risks. 

Identifies weaknesses and takes 
steps to address them. 

Completes extension/challenge 

tasks. 

Revises for assessments. 

Always catches up from missed 

lessons. 

Addresses weaknesses with 

guidance from the teacher. 

 

Some independence evident 

when faced with a challenge. 

Willingness to try new things. 

Completes extension work 

when prompted and 
encouraged. 

Will only catch up with work 

once reminded by staff. 

Some weaknesses addressed 

when given direct instruction 

to do so. 

Lack of motivation. 

Little resilience when things 

get tough. 

Student does not take full 

responsibility for their 
learning; needs support to 

improve focus when working 

independently. 

 

Equipped & 

Empowered 

…is punctual, 

polite, and 

ready to learn. 

On time to lesson – for every 

lesson. 

Fully prepared for lesson. 

Understands the significance of 

having what they need to learn 

effectively. 

Wearing correct, full uniform 

every day. 

Planner – signed/recorded 

homework. 

Can sometimes forget basic 

equipment required for the 

lesson. 

Can sometimes become 

distracted through lack of 

engagement. 

Can sometimes arrive 

unprepared and needing 

reminders about uniform 

and/or equipment. 

Regularly not wearing correct 

uniform 

Regularly not bringing in 

correct equipment. 

Planner is not a priority. 

Takes unnecessary breaks 

from learning. 

 

A
C

H
IE

V
E

 

Knowledge & 

Application 

 

…develops 

understanding 

across a broad 

range of 

disciplines. 

Applies balance 

to emotional, 

spiritual and 

mental 

wellbeing 

Active purposeful engagement. 

Listens attentively. 

Takes notes. 

Asks questions, answers 

questions. 

Independently prepares for 

assessments and exams and 

knows the best way to revise. 

 

Completes tasks to an 

acceptable standard. 

Some preparation for 

assessments and exams. 

 

Passive. 

Does not volunteer to 

contribute and does not ask 

questions to inform their 

own learning. 

Incomplete work. 

More preparation needed for 

assessments. 

Little or no attempt to catch 

up from missed lessons. 

 

Curious & 

Enquiring  

 

…is open 

minded, a risk 

taker who 

seeks to 

acquire skills & 

knowledge. 

Asks open ended and challenging 

questions. 

Looks for extension. 

Asks ‘Why’? 

 

Asks closed questions (gives 

‘yes’ or ‘no’ answers) 

Only contributes when asked. 

Happy to have the answer 

given to them. 

Does not ask questions. 

Never wonders ‘what if’? 

Low aspirations. 

No desire to want to know 

the answer. 
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Appendix 5- EAL Admissions 

 

1 Invite to meeting. It will be prerequisite that we see the following documentation: 

 Passport 

 Birth Certificate 

 Proof of address 

2 First meeting – Head of EAL and KSCO to attend 

 Establish they understand school system 

 Explain subject choices – what do they enjoy? 

 Background into re: school 

 Establishing family relationships  

 Who are they living with? 

 Documentation to prove they are the guardian 

 Hand out paperwork 

 Check passport 

 Take copies of documents 

 Sign forms and permission forms 
 
Post interview 

 Liaise between Head of EAL and KSCO to plan timetable/buddy/immersion 

 Liaise with previous school and get paperwork if applicable 
 

3 Second meeting – Head of EAL and KSCO 

 If possible access a translator 

 Dictionary provided 

 Check uniform 

 Issue timetable 

4  Plan for first lessons 

 Email staff with information 
- Language spoken 
- Educational information from previous school 
- Background information - which likes/dislikes 

 Begin assessment 

 Include strategies 
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Appendix 6- Mid Term Admissions Procedure for New Students joining Mark Hall Academy 
after the beginning of Year 7  
 
The aim of this procedure is to make a smooth transition for students moving to Mark Hall Academy from 
other secondary academies. The LA states that up to four weeks is allowed for these procedures but in 
practice we would aim to have students start at Mark Hall Academy sooner. 
 
First Stage  

1. The Local Authority informs the academy via Gill Cocksedge (GCO) that a place has been 
allocated or applied for or applications are made direct to the academy. The Principal reviews 
the application and decides how to proceed; (we have the right to refuse on certain grounds). 
Nearly all applications are made direct to the academy and do not come through Essex 
Planning & Admissions.  It is up to the Academy to contact the parent/carer and either refuse 
or offer a place. 

2. Ms Cocksedge informs the relevant KSCO that a new student will be coming for a meeting 
and makes contact with the parent/carer to arrange a suitable time. KSCO or ALT (Academy 
Leadership Team) may conduct the admissions meeting. 

3. Contact is made with the Academy by the parent/carer.  As mentioned above, most of our 
applications come direct to the Academy so we do not have to wait for a letter from Essex 
Planning & Admissions to say that a place has been allocated. If the application is via 
Planning & Admissions GCO waits for a letter from them to say whether they have been 
allocated a place. GCO then waits for the parents to contact the Academy. 

4. For all direct applications GCO calls the previous school for information. GCO then contacts 
the KSCO to say that the Principal is happy for the admissions meeting to go ahead and 
agrees a date and time for the admissions meeting. GCO gives the KSCO the information 
gathered ready for the meeting.  GCO emails the KSCO to confirm the meeting. 

5. GCO obtains the KS2/KS3 data via contact with the previous school. 

6. GCO contacts parents/carers and arranges the meeting with the KSCO, SENCO (if she needs 
to be involved – EAL students for testing, any SEN issues) and parent/carer.  During this 
meeting we ask the parents/carers to complete a student/parent/carer information sheet so 
that the student’s information can be put on SIMS.  When the offer is made GCO contacts the 
previous school for the student’s UPN number and for the Common Transfer File (CTF) to be 
forwarded to us.   Once we have the UPN number the Data Manager can then check the KS2 
results.  

 
Second Stage  

1. KSCO meets student and parent/carer and distributes information pack, forms and planner. 
KSCO provides student with a tour of the academy and takes student for testing (if 
necessary). Parent/carer completes forms and signs Home/Academy Agreement and asks 
them to sign at this stage the Acceptable ICT Use Agreement and the Consent for Educational 
Visits and the ‘photo permission’ form. Uniform requirements are clarified and an outline of 
Mark Hall Academy expectations are given.  

2. SIMS photo to be taken  

3. If possible, student and parent/carer also meet link Assistant Principal. This is particularly 
important if contact with previous school has shown there to be any other needs that need to 
be met. 

4. If appropriate, parent/carer and student visit Inclusion to discuss SEN/EAL needs. 

5. If there is no prior KS2 data, the student will need to take a reading test and if EAL, an EAL 
assessment. 

6. Starting date agreed (at least 3 days after the initial meeting) which allows time for all of the 
third stage preparations to take place. No HG is allocated at this point. 

7. GCO posts offer letter, which is signed by the Principal, to parents to inform them of start date 
(a copy of the student’s timetable could be included at this point). A copy of the offer letter is 
emailed to KSCO and Guidance Manager of relevant year group. 

 
Third Stage  
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1. KSCO and Data Manager review all current data and allocates a HG based on spaces 
available, gender, ability, ethnicity – this may require discussion with some subject areas 
where grouping constraints link to numbers. All staff are informed by bulletin. 

2. Data Manager allocates groups in consultation with KSCO and informs all.  

3. Data Manager sets provisional targets in line with Academy processes. 

4. Data manager forwards relevant KS2 data and targets to subject teachers of new arrival so 
they can prepare lesson with new arrival in mind.  

5. The weekly bulletin is updated to include the name of the Mid-term admission student, start 
date and form group. 

6. KSCO phones or emails parents/carers to confirm start date and inform them of HG. If 
possible, a copy of their timetable is emailed to parent/carer. 

 
First Day  

1. Student reports to reception and is met by KSCO and a buddy from the HG (the buddy should 
be matched on the basis of shared timetabled classes and their ability to support the induction 
of the new student).  

2. The buddy takes student to meet the tutor. Student follows a normal timetable and the buddy 
introduces them to each subject teacher.  

3. At the end of the day, the KSCO makes a phone call home to check that all went well.  

4. The student is issued with a Mid Term Admissions Progress Card for the Guidance Manager 
to check every day and to be reviewed fortnightly over the first half term by the KSCO 

 
Two Weeks Later  

1. KSCO/tutor to check with student and tutor as to how well the student has settled and 
evaluate the process for the student.  

2. Data manager to have timetabled for GL assessments to be sat 
3. Tutor to phone home to check all is well and to discuss any issues which may have arisen.  

 
 
Six Weeks later: 

1. KSCO to review progress and via a Round Robin and check SIMS for data such as 
attendance, punctuality and conduct/rewards. 

2. KSCO/Guidance Manager to make contact with parent/carer. This could be a positive phone 
call home or certificate for a successful six weeks or a scheduled meeting to address any 
issues or concerns and to re-iterate expectations. 


