
Assessment & Record Keeping Policy

1.0 Introduction

The assessment of each child’s progress is in two forms and the system at Barnston reflects both
their academic and personal progress. The academic assessment originates in the planning process
and for this reason the planning process is included in this policy.

2.0 Aims

This policy will facilitate:
i)  a meaningful record of each child’s development through a teacher’s professional judgement,
teacher assessment activities, Child Initiated Observation, Non-Statutory tests and SEN assessment
(see SEN policy).
ii)  Planning for the individual needs of the children within each class/team.
iii) The inclusion of assessment in planning.
iv) A method to measure every child’s progress and to monitor standards across the school.

3.0 Role of the Co-ordinator

• To ensure, with the support of the Senior Leadership Team, that the policy is carried out.
• To lead the whole staff planning of the layout and content of the Annual Reporting to parents.
• To ensure sufficient and appropriate report sheets are available when required.
• To provide files to contain children’s records.
• To update the policy and present to the Governor’s Curriculum Committee as required.
• To facilitate a whole school tracking system.
• To initiate pupil progress meetings
• To provide data to inform interventions in each year group.
• To ensure that Performance Management is linked in to assessment.

4.0 Planning

4.1 Half Termly

For each half terms planning process each team will produce a working document that will contain:

i) A cover identifying the underlying theme, age group, term and time span.
ii) A weekly forecast for each subject, which will include details of the resources to be used,
appropriate NC references, learning outcomes and assessment opportunities and success criteria.
iii) FS2 medium term planning of short topic based learning through Continuous Provision.
Weekly planning outlining activities/objectives for the 17 specific and prime areas of learning.



4.2 Weekly Planning

On a weekly basis each team will produce a planning sheet that contains learning opportunities;
Wirral’s Agreed Syllabus for RE, resource references and identified assessment opportunities.

The weekly planning sheet will be utilised to modify the forecast, in the light of evaluating the
previous weeks work, at the team planning meeting, to allow for reinforcement and extension of
learning opportunities. Each class teacher will be responsible for noting on the weekly planning
sheet those children for whom there is particular concern, either with regard to additional support
or the need for extension activities.

Reference will also be made to areas which will be carried forward or modified for subsequent
weeks. Such areas should be highlighted on the planning sheets and attention drawn to them on
subsequent sheets. Simple ticks can be used to show work covered and a reference made on the
following week’s sheet to show work that is carried forward. This planning is a working document
which is of use to the teacher to assess children’s learning opportunities and it should be the
teacher’s own professional judgement as to how detailed the planning needs to be. The planning
should focus on outcomes for children, rather than what the children will be covering so that it links
in with assessment opportunities.

4.3 SEN Planning

For those children on the SEN register of for who differentiated work is likely to be necessary the
class teacher will be made aware at the beginning of the academic year.

A list is drawn up by the SENCO based on the results of Statutory and Non-Statutory tests. These
results form the basis of differentiated groups within the class, Maths Sets for KS2, participation in
ALS, Spelling Mastery and Beat Dyslexia For those children for whom there is additional support
required and each class teacher will hold a copy of the child’s individual targets in a SEN folder,
which will be updated and discussed in line with the school’s SEN policy.

5.0 Summative Assessment

The process of assessment and evidence gathering is designed to inform the summative assessment
required at the end of KS2. The evidence built up over the period of a Key Stage will be tracked very
carefully using the whole school tracking system. The New Curriculum 2014 will be used to form
end of year tests to gain an insight into standards and the 2016 samples of KS1/KS2 questions will
be used as a guide for these tests. The weighting of questions for the subjects will be based on the
end of KS information from the department of education, which provides this weighting. Termly
summative assessments will be based on materials that the school adopts relating to the new
curriculum 2014 and will be in the form of teacher assessment based upon evidence from the
children’s work. This process will be ongoing, reviewed and refined as necessary to fit the school’s
personal needs over the period 2014-2017.

The whole school tracking system will be updated termly. Each teacher will also need to be aware
of setting next step targets for the children in their class and be prepared to discuss immediately
with the Headteacher anyone who is not on target for whatever reason.

5.1 Standardisation



By the Headteacher and SLT

There will be a two fold monitoring process of standards;
i) The Headteacher and SLT will monitor the children according to the school’s monitoring timetable.
ii) The Headteacher will teach individual classes, therefore familiarising themselves with the
progress of the children and releasing co-ordinators to evaluate the progress of their own area
across the school.
iii) The Headteacher and Senior Management Team will observe lessons across the school as per
the monitoring timetable.
iv) Co-coaching will take place to highlight outstanding practice to all teachers.
v) H/T and SLT will ‘ drop in’ to any classes causes concern on a regular basis.

By the Staff

i) Children’s progress will be discussed each week as part of the weekly Team planning meeting.
ii) Subject meetings will be held on a regular basis. Staff will set up intervention groups termly and
will be responsible for setting up intervention programmes to help children move forward. They will
be chaired by the co-ordinators and cross phase discussions will be held based on a selection of
children’s work.
iii) Standardisation files will be set up in each year group for maths and writing, which will provide
standards expected within emerging, expected and exceeding.

5.2 Standardised Tests

Standardised tests will take place in Y2 and Y6.

FS2 Baseline test in 2014/5, teacher observations/ moderated by other schools
Year 1 Formative Assessment. RM Maths, Phonics test & summative end of year test
Year 2 SAT’s. RM Maths, Formative assessment ongoing
Year 3,4,5 School summative end of year test. RM Maths and formative ongoing
Year 6 SAT’s,  RM Maths and formative assessment

6.0 Formative Assessment

English, Maths and Science

In the terms when the children are formally assessed i.e. at the end of KS1 and 2 there should be
no need for additional assessment in English, Maths and Science. At other times assessment tasks
will be carried out, this will normally be termly or at the end of a module in some cases. The tests
can be a simple pencil and paper task in the form of a work sheet; it may be administered orally or
can be an observation. Care must be taken to cater for any SEN children; the test should reflect
their ability in the subject and not be hampered by their literacy capabilities.

Once an assessment is completed it should be marked as soon as possible and the results recorded
appropriately on the new tracking system (2014 onwards).

6.1 Target Setting



Foundation 2

The classteacher will maintain daily assessments for individual children. These are sequential and
as such automatically form a document that provides individual targets for the children. The data
informs the Early Learning Goals. There is an expectation for the children to achieve 12 out of 17
areas at the end of FS2.

Key Stage 1 & 2

The process of target setting for Key Stage 1 will be informed by the records that are kept for
progress in English, Maths and Science.
These records are generated from planning assessment of outcomes, SEN intervention programmes
and individual comments made in children’s work.
Judgements on individual achievement and attainment will be highlighted by this process.

6.2 Recording Assessments

English and Maths
Recording of assessments in English is made with the use of school summative assessment materials
and inputting the results on the whole school tracking system at the end of each term and for Maths
through the use of RM and summative assessment materials and inputting them into the whole
school Assessment tracker. The school has decided to trial Ros Wilson and Sarah Harding for
Reading and Writing and Ascertive Mentoring for grammar and maths.

Science
Recording for attainment and achievement in Science will be recorded using individual records and
passing these to the Science lead.

Early Years
Early Year is planned as per the FS2 curriculum. Individual targets are set by recording progress on
the EYFS tracker. Progress is reported to parents during the parents’ Evenings and through a written
report at the end of the Summer Term.

ICT
ICT is planned as per the New Curriculum document and each unit is assessed on completion.
Individual progress is recorded by means of highlighting at the appropriate level.

DT
DT is planned as per the New Curriculum document and copies of children’s work are kept in a
book/folder that will build into a portfolio that will include any photographs taken. Assessment is
made at the end of the year and reported to parents at the end of the Summer Term.

Art
At the end of a unit of work samples should be placed in the Art portfolio of individual children. This
will include any photographs taken. These examples should cover skills and knowledge. Assessment
is made at the end of the year and reported to parents at the end of the Summer Term.

History and Geography
History and Geography is planned as per the New Curriculum document. Targets are set by means
of comments written on children’s work or given orally throughout the year. Assessment is made at
the end of the Topic by Teacher Assessment and reported to parents at the end of the Summer
Term.



RE
RE is planned as per the Wirral Scheme. Targets are set by means of comments written on children’s
work or given orally throughout the year. Assessment is made at the end of the year and reported
to parents at the end of the Summer Term.

PE
PE is planned as per the new scheme of work (2014), targets are set by means of comments and
feed back during the lesson throughout the year. Assessment is made at the end of each term and
recorded as emerging, expected or exceeding and reported to parents at the end of the Summer
Term. Overall percentages of are compared in each year group in order to evaluate impact of
PE/Games.  JM sports and Full of Beans providers carry out the assessments for games and hand
them to the teacher and PE subject lead and the teachers assess dance and gymnastics.

Music
Music is planned as per the Charanga document, relating to the new curriculum and targets are set
by means of comments given orally throughout the year. Assessment is made at the end of the year
and reported to parents at the end of the Summer Term. Evidence of composing is recorded.

MFL
MFL is planned to the New Curriculum and assessments are ongoing and evidence is taken from the
children’s work and from the records kept by the MFL teacher.  The assessments are kept for Y3-6
and follow the emerging, expected and exceeding format agreed as a school to the new curriculum.

7.0 Summary of Record Keeping Process

The record keeping process should consist of:
i)  Curriculum planning with relevant annotation as stated previously.
ii)  Medium term planning.
iii)  Summative assessments and tests at the end of each year.
iv)  Whole school tracking system.
v)  Exercise books from the previous year are retained for 1 year.
vi)  Current exercise books-these are the leading edge of the child’s attainment and will be
retained whilst the child is within the Team and a base-line group demonstrating progress
throughout the school.
vii)  Art portfolios for individual children.
viii) EYFS ongoing assessments in Learning Journals.
ix)  Reading Dialogue
x)  Y5/6 Free Readers record their books and comments in diaries

8.0 Reporting a Child’s Progress to Parents

Reporting to parents in a formal sense will take the form of 2 parents’ evenings a year. One will be
in the Autumn Term and one in the Spring Term. In the Summer Term a written report will be
produce celebrating each child’s achievements, progress and success throughout the year. The
parents will be informed of areas their child has performed well at and areas for improvement. The
parents will be shown their child’s individual ‘Next Steps booklet’ and given a copy upon request.

A termly overview of the areas to be covered in each year will be placed on the website and a
curriculum transition meeting will be held in the Summer term for FS2, Y1, Y3, and Y5 parents.  A
separate meeting will be held for Y6 parents in the Spring term.



9.0 Personal Records

These will be kept by the class teacher whose responsibility it is to ensure that they are
kept up to date and contain all the required information.

The system will start with the Welcome Document given to the parents at the initial meeting held
in the July before the child starts school.

There will be a Slimpick wallet for each child. This will be clearly marked with the child’s name. Any
allergies or conditions such as asthma or epilepsy will be marked in red on the front of
the folder.

The folder for each child will contain:

• Foundation Stage Profile.
• Copies of reports sent to parents each Summer Term.
• Pertinent letters from home.
• Medical information.
• Disciplinary notes. (Extreme cases only)
• Test evidence.

In addition each teacher will have a green class file on their desk which includes:

• Class lists with number of boys/girls/summer birthdays.
• SEN list with IHCP children, which is reviewed and provided by the SENDCO.
• Gifted and Talented from the most up-dated register.
• Record of free school meals and Looked after children.
• Record of intervention groups.
• Print outs from the whole school tracking system each term, including all vulnerable groups.
• Previous Optional SAT’s results if relevant (2014/15 only).
• Class timetable.
• Copy of medium term planning.
• Copies of weekly planning and assessments.
• Print out of RM results termly.
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Next update Summer 2016
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