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1. Relevant policies and documents
●
●
●
●
●
●
●

Examinations Procedures Manual
Learning and Teaching Guidance
Literacy Policy
Numeracy Policy
Programmes of Study including Schemes of Work from each subject
Feedback guidance (SET Maidstone and Causton)
Principles of learning (SET Maidstone and Causton)
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2. Explanation of terms

Trust

Seckford Education Trust

School(s)

schools within the Seckford Education Trust

MIS

Management Information System

MSP

Managed Service Provider

PEP

Personal Education Plan

PCP

Progress Checkpoint

A2L

Attitude to Learning

SoW

Schemes of Work

AWL

Assessment Without Levels

SEND

Special Educational Needs and Disability

Awarding bodies is the official name for examination boards.
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‘Summative assessment’ is Assessment of Learning. It is used mainly to measure performance and
progress and clearly identifies a standard of student attainment. It is carried out at the end of a
period of learning, e.g.:

● External Examinations
● Internal School Examinations and mock assessments
● End of Topic / Unit Tests
Summative assessment:

●
●
●
●
●
●

happens after the learning
proves learning has taken place
assists in measuring learning
is done to learners
is externally referenced
is focused on the outcome.

‘Formative assessment’ is Assessment for Learning. It is ongoing and provides evidence of and for
progression in learning. It supports learning through identifying difficulties, providing feedback and
diagnosing future learning priorities.
Formative assessment:

●
●
●
●
●
●

happens during the learning
helps to improve learning
assists in growing learning
is done with learner
is personally referenced
is focused on the process.

All staff are expected to refer to the term ‘estimates’ and NOT ‘predictions’ when determining what
they professionally judge students will achieve in summative assessments that have not yet taken
place.
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3.

Purpose of the policy

This document outlines the policy for carrying out the assessment and monitoring of progress of
students through the prescribed curriculum in all Seckford Education Trust Schools. This policy
includes assessment principles and practices, expectations related to the marking of students’ work,
recording and reporting procedures, homework, examinations, the Internal Appeals Procedure and
procedures relating to controlled assessments.
This policy covers the Trust and all its schools and as such there is no need for each School to have
its own policy.
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4.

Policy Statement

The Trust believes that the purpose of assessment is to improve standards, not merely to measure
them. At the Trust, our aim is that every student makes more than national rates of progress from
Reception to Year 6 and Year 7 to 11 and that this includes key knowledge and skills. It is the role
of every member of staff to work towards this goal strategically and on a day-to-day basis and to
understand their contribution towards whole school targets through their own Performance
Management.
Assessment is the process of obtaining, analysing and interpreting evidence for use by both
students and teachers to enable the review, planning and improvement of learning and progress. It
is fully integrated with the delivery of the curriculum and is an essential component of effective
classroom practice.
Effective assessment is a key requirement in assuring the success of students of all abilities across
the curriculum and in every year group. Effective assessment means:

● Knowing where students are in terms of knowledge, skills and understanding;
● Knowing their targets and related learning*;
● Understanding how to help each student progress towards their target and its related
skills and knowledge, and putting these steps into operation through their PEPs.

*It is the responsibility of the Assistant Heads of School and Deputy Head of School
(SET Maidstone & Causton) and the SENCOs to ensure that all staff have access to the latest
assessment data and information on all students’ needs. Every member of leadership,
teaching and inclusion staff should be able to access data on students in the school in order to
appropriately inform their work and to ensure the maximum progress for every single student.
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5.

Responsibilities

This list of responsibilities is indicative, not exhaustive.
Post title/ Area

Responsibilities

Systems Leader
(Outcomes for
Students)

● Report on the progress of students Trust-wide to the Trust Board and

Head of School

● Model good practice with regard to assessment;
● Ensure that assessment practices lead to maximum and above

other stakeholders;
● Responsibility for application, promotion and monitoring of the
Assessment Policy at Trust level.

average progress of students in their schools;
● Hold their staff to account for assessment practices and the progress
of students in their schools;
● Hold Senior staff to account for the application, promotion and
monitoring of all aspects of the Assessment Policy at school level.
Leadership Team
and Lead
Practitioners

● Model good practice with regard to assessment;
● Assist the Head of School with regard to ensuring that assessment

Assistant Head of
School/ Deputy
Head of School
(primary)

● Lead the whole school and Trust assessment system;
● Ensure that staff have the appropriate training to be able to know how

practices lead to maximum and above average progress of students in
their schools;
● Assist the Head of school with regard to holding staff to account for
assessment practices and the progress of students in their schools.

●
●
●
●
●

to use assessment systems and how to carry out assessment
appropriately;
Monitor the moderation practices of subject areas;
Ensure appropriate leadership by Subject Leaders in respect of
assessment, moderation, examinations, etc.;
To be a champion for assessment for learning in the classroom and
for the ‘learning dialogue’ between staff and students;
Ensure all staff have access to the data they need to make an
informed professional decision on the progress of students;
Ensure that parents/ carers are sent PCP reports on time and in the
7
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Trust format.

SENCO

● Ensure all staff have access to the inclusion data and information they
need to make an informed professional decision on the progress of
students;
● Organise and carry out appropriate training with respect to SEND and
inclusion for staff, so that they are able to ensure maximum progress
for students of ages, abilities and levels;
● Ensure access arrangements are in place for all key assessments and
examinations.

Lead Practitioners
& Subject Leaders

● Monitor the quality of lesson planning over time via collaborative

●

●
●

●
●

●

●

planning, monitoring of planners and informal observation of
teaching during monitoring activities such as Learning walks
Ensure detailed SoW are in place for each unit of work, at all key
stages, which include planned assessment points and activities. These
SoW must be available for anyone to access;
Shape, promote and monitor the assessment practices of their subject
area;
Ensure all members of staff in their area are following the systems and
expectations laid out, including the re-visiting of curriculum gaps and
misconceptions post assessments and milestone marking;
Shape whole school and individual school targets;
Responsibility for application, promotion and monitoring of the
Assessment Policy at subject level with all staff teaching in their
subject area;
Ensure homework is set regularly and marked swiftly when handed in.
All homework must be treated the same way as all other work in
terms of assessment and marking;
Provide staff teaching in their subject areas with information about
levels and grades that enable teachers to accurately assess student’s
8

Assessment Policy – Michaelmas Term 2019

●
●
●
●
●
●

performance;
Ensure that assessments made are in line with national and Trust
standards for their subject(s);
Ensure the use of the tracking system that is in place so they can
monitor the progress of students towards their targets;
Use assessment data and tools such as APP to identify skills gaps
within classes and across year groups;
Respond to tracking information provided after each PCP reporting
cycle to address underachievement and narrow gaps;
Have at their disposal a range of strategies with which to intervene
in order to improve the performance of underachieving students;
Amend / improve course content and methodology in response to
results obtained in order to build upon success and improve where

shortcomings are found;
● Be able to account for the performance of students’ performance in
their subject areas, taking into account performance against targets,
performance with other subjects and national statistics.
Pastoral Leaders

● Ensure they know students names, abilities, SEN and medical
information of all of the students in their year group(s);
● Monitor the academic and pastoral progress of all students in their
year group(s);
● Promote Enjoy, achieve and thrive or the 6Cs to Success;
● Work with tutors to ensure learning is the focus of every activity;
● Provide a range of form time activities that are focussed specifically on
learning and reflection, including PEPs.

Teaching staff

● Ensure they know students names, abilities, SEN and medical
information in order to ensure that they understand the learning
needs of the students for whom they are responsible;
● Demonstrate their knowledge ,skills, understanding, attributes and
capabilities through a wide range of evidence including specific
assessment tasks, activities, tests and examinations;
● Shape and review their learning by reflection, setting learning goals
and next steps including through personal learning planning;
● Work with staff to ensure they are addressing their areas for
development and maximising progress;
● Review their own learning through self-assessment;
● Collaborate in peer assessment;
● Contribute to moderation activities;
● Complete all homework activities to the best of their ability.
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Parents / Carers

6.

● Are actively involved in supporting their children's learning,
including homework;
● Be aware of and contribute to the development of their
children’s PEP and the contribution that can be made from home
to that PEP;
● Provide conditions at home that are conducive to learning;
● Use PCP data / information to monitor the progress of their
children and raise any concerns with the relevant member of staff
at the school.

Principles of assessment

The Trust believes in the underpinning Principles for Assessment as outlined in the Report of the
NAHT Commission on Assessment February 2014 (page 8).
These principles are adopted here in order to ground the Trust through the period in which the
national system of assessment is in a state of significant change.
Underpinning principles for assessment
The principles will assist schools as they develop their own assessment systems. Schools will be able
to review their own processes to ensure that they are underpinned by these principles and, where
this is the case, determine whether the assessment system is fit for purpose.

1. Assessment is at the heart of teaching and learning
a. Assessment provides evidence to guide teaching and learning.
b. Assessment provides the opportunity for students to demonstrate and review their
progress.

2. Assessment is fair
a. Assessment is inclusive of all abilities.
b. Assessment is free from bias towards factors that are not relevant to what the
assessment intends to address.

3. Assessment is honest
a. Assessment outcomes are used in ways that minimise undesirable effects.
b. Assessment outcomes are conveyed in an open, honest and transparent way
10
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to assist students with their learning.
c. Assessment judgements are moderated by experienced professionals to ensure their
accuracy.

4. Assessment is ambitious
a. Assessment places achievement in context against nationally standardised criteria
and expected standards.
b. Assessment embodies, through objective criteria, a pathway of progress and
development for every child.
c. Assessment objectives set high expectations for learners.

5. Assessment is appropriate
a. The purpose of any assessment process should be clearly stated.
b. Conclusions regarding pupil achievement are valid when the assessment method is
appropriate (to age, to the task and to the desired feedback information).
c. Assessment should draw on a wide range of evidence to provide a complete picture
of student achievement.
d. Assessment should demand no more procedures or records than are practically
required to allow students, their parents and teachers to plan future learning.

6. Assessment is consistent
a. Judgements are formed according to common principles.
b. The results are readily understandable by third parties.
c. A school’s results are capable of comparison with other schools, both locally and
nationally.

7. Assessment outcomes provide meaningful and understandable
information for
a. students in developing their learning;
b. parents in supporting children with their learning;
c. teachers in planning teaching and learning. Assessment must provide information
that justifies the time spent;
d. school leaders and governors in planning and allocating resources; and
e. government and agents of government.

8. Assessment feedback should inspire
a. greater effort and a belief that, through hard work and practice, more can
be achieved.
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7.

Meaningful, manageable and motivational marking

Key definitions
Marking -

the routine activity of reading, checking, monitoring, (when appropriate) correcting, and
(where appropriate) giving a mark to students’ written work.

Feedback - providing more detailed guidance to the learner in order to help them to improve their
knowledge, understanding and skills.

Self
assessment
Marking
by teachers

Written
feedback

Teacher
assessment
eg: of
presentation

Peer
assessment
FEEDBACK
On written work
(eg: books, homework,
formal assessments)

Provides information to
learners about their
performance and how
to improve it.

On other work
(eg: answers in class
or presentations)

12

Re-teaching
a concept

Guidance
from teacher

Verbal

Pupil-teacher
dialogue and

Merits/
demerits
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The type of feedback students get on their work will vary according to the subject. In drama, PE,
art and music for example, much of the feedback will be verbal. In fact much of the best feedback
in all subjects is verbal whilst the students are working.

Feedback
Feedback is specific information given to the learner about their performance relative to learning
goals. It should aim to (and be capable of) producing improvement in students’ learning.
Providing effective feedback is challenging. Research suggests that it should:
 be specific, accurate and clear (e.g. “It was good because you...” rather than just
“correct”)
 compare what a learner is doing right now with what they have done wrong before (e.g.
“I can see you were focused on improving X as it is much better than last time’s Y...”)
 encourage and support further effort and be given sparingly so that it is meaningful
 provide specific guidance on how to improve and not just tell students when they are
wrong
 be supported with effective professional development for teachers.1
Recent studies also suggest that careless mistakes should be marked differently to errors resulting
from misunderstanding. The latter may be best addressed by providing hints or questions which
lead students to underlying principles; the former by simply marking the mistake as incorrect,
without giving the right answer.2
Given the increasing focus on quality of written communication (QWC) in all examinations with a
written component, when and where appropriate, teachers should provide feedback on literacy;
for example, addressing misspelling of key terms, lower case proper nouns and other punctuation
errors. If teachers do not correct spelling, punctuation and grammar (SPaG) in books we give
implicit authority to students to continue making the same mistakes.
Our analysis of the research has informed four ground rules for giving effective written feedback:
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●
●

●
●

●

Written feedback should result in more work for students than it does
for teachers.
Written feedback should have some kind of meaningful impact on
learning. If learning happens when we think hard, feedback should
seek to provoke thought. Therefore, it should provide hints and clues
but make students work for ‘the answer’.
Written feedback should be given sparingly so that it is meaningful.
Too- frequent written feedback can create dependence.
Written feedback should not be accompanied by a grade or measure
of KS3 attainment, as this seems to interfere with students’ ability to
act on instructional feedback.
Directed improvement and reflection time

Once feedback has been given, students need to be enabled to respond. When giving feedback,
therefore, we should offer students time to reflect critically on how to craft and improve their work
and then to develop new techniques to put their feedback into practice. A dialogue is opened up
with students about their feedback, and we offer time and space for this to happen. For ease of
reference and the sake of consistency, we can label this time and space within our lessons
Directed Improvement and Reflection Time, or DIRT.

Effective use of DIRT to develop more disciplined learners
●

●

Reflect critically – we expect students to spend approximately twice their
time reflecting on their feedback as we have devoted to giving it. This is
most effective when done individually, in silence.
Developing techniques – although DIRT is about independent reflection,
teacher guidance is crucial. We model and scaffold to exemplify the
feedback we have given and show students how to improve.

No DIRT means no gap is closed: learning has not moved forwards. This means the time we have
spent marking students’ work is wasted time. Often, 15 minutes can be sufficient for DIRT,
although sometimes you may dedicate a whole hour to it, for example if a significant piece of
written work is being redrafted.
Of course, our curriculum time is limited and we all have to teach lots of content. But without
giving up time for DIRT we are picking up errors/omissions/misconceptions, commenting on them,
but not allowing pupils to address them; we have flagged up a learning gap but not given pupils
the opportunity to bridge it. Closing this gap in learning needs to be prioritised.

What should students be doing during DIRT time?
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There are many different tasks that pupils can do during DIRT. It depends on what
they got wrong or missed out in their assessed work. The following list is by no
means exhaustive:
● Redrafting of a whole piece of work
● Redrafting of a section of the work
● Redoing something (for example a graph)
● Answering a question / questions
● Editing.
Feedback should be given and followed up with DIRT in accordance with this policy every 4-6
weeks, or a minimum of once per half-term.

Peer feedback
Peer feedback (sometimes referred to as ‘green pen marking’) should also be a regular part of
classroom practice. Using peer feedback as part of a culture of critique within the classroom can
have a transformational effect on learning, particularly if student are given time to act on and use
it. Peer feedback should be modelled as part of a culture of classroom critique which is kind,
specific and helpful (Ron Berger). Peer feedback should be done in green pen, and pens for this
purpose can be collected from the office.
Summative assessment
Summative assessment will vary according to the key stage. At KS3, summative assessment will be
informed by KS3 attainment criteria. At KS4 assessment will be informed by the criteria and grade
boundaries published by the exam boards. These are most effective if used alongside Question
Level Analysis (QLA) and Personalised Learning Checklists (PLCs) which support forensic use of
summative assessment to diagnose precise areas for improvement.

Frequency
The frequency of marking and feedback will depend on the curriculum time allocated to each
subject and the frequency of lessons. However, as a general rule teachers should adhere to the
following guidelines:
 Marking – every four weeks
 Feedback – at least once per half term (literacy & a milestone piece)
 Tracking – termly
Other classwork should be checked and monitored as appropriate to the curriculum time allocated
and the frequency of lessons.
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Guidance for teachers
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1

https://educationendowmentfoundation.org.uk/toolkit/

2

https://educationendowmentfoundation.org.uk/public/files/Publications/EEF_Marking_Review_Apri

l_2016.pdf
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8.

Complaints

Any complaints about this policy from outside the Trust should be made in accordance with the
Trust’s Complaints Policy. Any other complaints should be brought to the attention of the Head of
School of the relevant Seckford Education Trust School in the first instance.
Complaints that are in the public interest and relate to suspected malpractice may be appropriate
to raise under the Trust’s Whistleblowing policy.

9.

Compliance and performance monitoring

The Trust will review this policy every two years and ensure that practice across all schools is in
line with this policy. Any review will take in to account the most up-to-date legistlation and
guidance.
The Trust has identified a range of Assurance Methodologies as tools by which compliance and
policies can be tested. The most relevant to this policy include:





Internal audit, including curriculum coverage and mastery and quality of resource and
assessment;
External audit, including curriculum coverage and mastery and quality of assessment;
Governor visits;
Random testing by line managers.
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