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Assessment and Reporting Policy 
 
This policy applies to the whole school including the EYFS. 
 
1. Introduction 
 

1.1 We believe that effective assessment provides information to improve teaching and 
learning.  We give our children regular feedback on their learning so that they 
understand what they need to do in order to make progress. This allows us to base our 
teaching on detailed knowledge of each pupil.  We give parents regular feedback on their 
child’s progress so that teachers, children and parents are all working together to raise 
standards for all our children. 

 
2. Aims and objectives 
 

2.1  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 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 and progress. 
 to provide the Headteacher with information that allows her to make judgments 

about the effectiveness of the school. 
 
3. Planning for assessment  
 

 The assessment which takes place in every lesson has the most immediate effect 
 In every lesson assessment should be primarily focused on the lesson’s learning 

objectives. Each lesson begins with a brief review of previous work and ends with a 
plenary to assess the pupils’ learning.  

 The children’s work should be the focus of assessment since that offers the evidence of 
what children can do. From Reception up, examples of some children’s work is stored in 
subject portfolios. 

 Not all learning will be planned, so teachers need to be ready to recognise any unplanned 
progress. 

 In the Prep School, we involve the children in the assessment process frequently - 
children help set simple learning targets, in conjunction with form tutors and subject 
teachers. There is a separate policy for the marking of written work, which is important 
as a means of motivation and for offering the children constructive advice for 
improvement. There is consistency of expectation throughout the school. Auditing of 
standards by the SLT and subject leaders occurs regularly and is formalised in our termly 
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Head of Department Meetings. At Management meetings and subject meetings (held at 
least once a term) samples of work from the full range of subjects in a particular Year 
group will be scrutinised and appropriate feedback to staff offered (Book Looks). 

 Not all that is assessed needs to be recorded. Unwieldy record systems are too 
bureaucratic. 

 The award of house points is made to children who have worked hard, taken care or 
shown academic initiative. These are recorded in the child’s Pupil Planner.  

 Work in the Prep School is graded according to national standards when appropriate, but 
grades are not routinely written in pupils’ books. Marks for preps and occasional tests 
may be written into books when appropriate. 
 

 Michaelmas Term Spring Term Summer Term 

English Yrs 1 – 6: 
Nelson Spelling 
Pira Reading 
TA Assessed Unaided 
Writing 

Practise Pira Paper: Yrs 1 – 
6 
Pira Paper: Yr 6 
 

Yrs 1 – 6: 
Nelson Spelling 
Pira Reading 
TA Assessed Unaided 
Writing 
 
Verbal Reasoning: Yrs 2 - 6 

Maths Optional SAT: Yrs 1 – 6 Practice Puma Paper: Yrs 
1 – 5 
Puma Paper: Yr 6 

Puma: Yrs 1 – 6 
Non-Verbal Reasoning 
Test: Yrs 2 – 6 

Science 2x End of Unit 
Assessements: Yrs 3 – 6 

SAT Paper: Yr 6 
2x End of Unit 
Assessments: Yrs 3 - 6 

2x End of Unit 
Assessments: Yrs 3 - 6 

Diagnostic 
Screening 

SEN Pupils  Yr2/Yr4 

 
 Assessment in the Foundation Stage takes the form of observation, involving the teacher 

and other appropriate adults using baseline assessment and Tapestry. 
 Each teacher keeps a developmental record for each child and uses these to record 

achievement. A termly overview of general progress and future steps is also recorded. 
These records contain a wide range of evidence that we can share with parents at 
parental consultation meetings. 

 The results from Tapestry are submitted to the LEA at the end of the children’s Reception 
year (using Tapestry from September 2015). 

 
3.1 The Head of Academics keeps a record of all these scores and we use them to track pupil 

progress and highlight where there are specific problems requiring intervention. This 
data offers an indication of potential & progress and provides diagnostic information to 
inform teachers’ planning and support target setting.  Heads of Department in maths, 
English and science monitor progress. 

 
3.2 The teacher receiving the children the following year uses the data to inform planning 

and identify pupils whose progress is a cause for concern. When such concerns are raised 
the school’s SEND procedure is followed (see also SEND Policy). 

 
 Subject Leaders also meet at half termly to look at the work of particular children across 

all curriculum areas to monitor progress and check on continuity and overall standards. 
The SLT will focus from time to time, during meetings, on samples of work in a particular 
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Year group as a means of auditing standards and checking that academic policies are 
being followed. Feedback is minuted and followed up either at staff meetings or on an 
individual basis. Such feedback may be included in staff reviews or feed into the SDP. 
 

 Reading and Spelling Y1-Y2 are assessed each Michaelmas and Summer Term using the 
Pira (Hodder) and Single Word Spelling Test. The Head of Academics keeps a record of 
these scores and we use them to track pupil progress and highlight where there are 
specific problems requiring intervention.  

 
4.  Reporting to parents 
 

4.1 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 and our members of staff always speak to parents if there is 
any concern. All such conversations are minuted on parent communication folders. Pupil 
Planners are also used as a means of home-school communication. 

 
4.2 Parents’ Meetings 
 We hope that parents will contact their son or daughter's Form Teacher at any time 

when they have concerns or worry about his or her academic progress, (or any other 
concerns).  There will be a number of occasions for informal meetings throughout the 
year but we will always contact parents and invite them into the school if we have a 
worry about their son or daughter's work. 

 
We very much hope that parents/guardians are able to attend the formal parents' 
meetings which are held, not less than once a year during their child's time at Oakwood 
School.  These occasions provide parents with the opportunity to meet all of their son or 
daughter's teachers, to have a detailed conversation with each of them about his or her 
progress and to review his or her strengths and weaknesses both objectively and 
positively.  

 
4.3  Reports (Prep School) 

At the end of the Michaelmas and Spring Term a progress report with grades, linked to 
national standards, is prepared and this includes an academic progress overview, 
individual comments from each teacher and a form tutor’s report.  
 
At the end of Michaelmas and Spring half term an Effort Grade Sheet is completed and 
sent to parents.   
 
The Summer term report for all Prep School children is more detailed and includes 
comments from all subjects and targets from the three core subjects – these are then 
transferred to the homework diaries for the start of the next school year.  It also includes 
standardised scores for English, maths, NVR and VR. 

 
Reports are used by the teaching staff to support academic tutoring, highlighting a pupil’s 
strengths and weaknesses, and indicating areas for development. Children can then be 
helped to focus on what they need to do to make progress. 
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4.4 Reports (Pre-Prep) 
 

In Pre-Prep parents receive a report at the end of the Michaelmas term comprising 
detailed reviews of progress in English & maths together with a general form teacher’s 
report and the Assistant Head comments.  Parents of children in Nursery and 
Kindergarten receive a letter from the teacher summarising how well each child has 
settled. 

 
At the end of the summer term, a more extensive written report, covering all subject 
areas is presented to parents. There is much more day to day contact between parents 
and teaching staff in Pre-Prep and parents are always welcome to discuss any aspect of 
their child’s progress with the form teacher. 

 
4.5 Throughout the Prep School, we provide details of progress achieved in the end of year 

tests. 
 

4.6 Reports for pupils in Nursery, Kindergarten and Reception are based on the Early 
Learning Goals using Tapastry. 
 

4.7 References  
We undertake to provide honest and unbiased references for each child on request for 
other schools.  
 
The majority of  pupils who leave at the end of Year 6 move on to leading local day or 
boarding school having successfully passed the school's entrance examination.  The 
reference from the prep school is an essential part of the selection process.  All the staff 
who are involved in preparing these references are highly trained and experienced.  We 
maintain close links with the senior schools that most of our former pupils go on to 
attend. 

 
5. Feedback to Pupils 
 

5.1 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, as this ensures that we all mark in a consistent fashion.  The Merit and 
Credit Awards made in Friday celebration assemblies also offer positive feedback. 

 
5.2 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. 

 
5.3 We recognise the value of giving the child an opportunity to improve his/her work before 

a mark, grade or comment is written.  We try to link our marking to specific learning 
objectives. We identify what the child needs to do next in order to progress. Examples of 
good work are shown to children so that they are aware of what they need to strive for. 

 
5.4 Form Tutors analyse pupils’ end of term reports and use them as a basis for academic 

tutorials, offering children the necessary overview of their performance and highlighting 
areas for development.  Targets for English, science & maths (set by the previous 
teacher) are stuck into the front of the Pupil Planner each September and subsequent 
targets in the spring and summer terms. 
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5.5 Summer Reports have a reply slip for parents to sign to acknowledge receipt of reports 

and to make any comments. 
 
6. Consistency 
 

6.1 The SLT (as a routine part of meetings), all subject leaders and form teachers examine 
examples of children’s work within each subject area and Year to make judgments about 
the standard of the children’s work.  In this way all our teachers have a common 
understanding of the expectations in each subject.   

 
6.2 It is each subject leader’s responsibility to ensure that samples of children’s work are 
 retained to reflect the full range of ability within each subject for at least 12 months.  
   
6.3 Each Head of Department will call a Department Meeting at least once a term to discuss 

aspects of teaching, learning and standards. Minutes are taken and copies given to the 
Headteacher, Assistant Head, Head of Teaching and Assessment and the Office. 

 
 
7. Monitoring and review 
 

Our Head of Teaching and Assessment and the Assistant Head are responsible for monitoring the 
implementation of this policy.  We allocate special time for this vital task throughout the year. 

 
 

Reviewed: January 2016  
 

By: Nic Stephens 
Head of Academics 

Signed: 
 
 

By: Clare Bradbury 
Headteacher 

Next Review Date:   January 2017 
 

 


