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Teaching, Learning and Assessment Policy – Overview 
 
An Effective Curriculum 
 
The NKS Curriculum is based on the Knatchbull Baccalaureate.  
This provides a holistic framework for our curriculum provision across all areas of 
school life – both in the timetabled curriculum, underpinning all aspects of teaching 
and learning and beyond. 
The ‘Knatch Bacc’ is based on 4 pillars: 
Academic 

The timetable, the subjects, the lessons, the assessments, the exam outcomes. Students at NKS experience 
a rigorous academic curriculum in which it is acknowledged that secure understanding of knowledge 
underpins higher order thinking, synthesis and analysis. 

 
Extra-Curricular  

Enrichment, Sport and the Creative Arts; reinforcing that high quality outcomes in any field come 
because of commitment, targeted practice and teamwork, consequentially developing resilience, 
adaptability and learning through mistakes.    

                                        
Community 

Leadership, contribution – making a difference. Developing a sense (from experience) of how we gain from 
and how we can contribute to the communities in which we live, study and work.  

 
Excel and Extend 

Stretch and challenge – Looking to stretch and challenge ourselves in at least one area of the three 
curriculum strands above. 

 
Behaviour for Learning: 
This is our guidance for students and staff, to facilitate an effective learning environment. 
As per the Behaviour Policy, mobile devices, including headphones, should be “off and away”. 
 
Student Guidance 

• Arrive on time for lessons.  
• Enter the class quietly and calmly, sit in designated seat and commence “Do Now” task.  
• Always wear correct uniform. 
• Have the correct equipment for lessons. 
• Complete all work in lesson to the best of your ability, presenting your work neatly. 
• On dismissal at the end of the lesson leave the class in an orderly fashion. 

 
Staff Guidance 

• Students being greeted at the door in a positive manner (and check uniform). 
• The register being taken in the first 5 mins.  
• An emergency alert should be called for any missing students who were in previous lessons, but have not 

arrived at yours 
• A “Do Now “task should be provided on entry that all students are required to complete. 
• A seating plan in place on Arbor with particular attention given to SEN, PP and Young Carer students. 
• Staff should endeavour to learn and use student names. 
• Include targeted questioning, rather than hands up 
• Substantive tasks to take place in silence and under clear directions. 
• The application of the presentation and literacy / numeracy policy 
• Consistent application of the behavioural policy for all students. 
• Additional attention to toilet and water breaks.  
• The dismissal of students in an orderly way. 



 

   

 

  

 

Presentation of Work: 
Priorities when you present your class and homework: 

• The title and date are written in full and underlined. (in target language for MFL) 
• Any loose worksheets are glued into your books.  
• Use green pen for self-reflection and peer-reflection. 
• Draw a line (pencil / ruler) at the end of a piece of work. 

 
Marking and feedback: 

• Teachers mark in red pen, using codes and comment-based marking (department based).  
• Students respond in GREEN pen.  
• Mark one piece of work per group per term 
• Use electronic department mark books for central record 

 
Teaching, Learning and Assessment Policy – The Detail  
 
First and Foremost – we engage with our Pupil Premium Students first: 
Some of our students have adverse barriers to their learning. In a to close the attainment gap between 
disadvantaged and non-disadvantaged students, we have formalised our approach to include the following: 

• We welcome our students into form time and our lessons 
• We help them settle in. SEN, PP and YC students are visited early on in lesson to check their 

understanding of the task and scaffold support as needed 
• We mark their work first and provide useful feedback  
• We ensure students use green pen for self-reflection activities 
• We analyse their data first in monitoring at a class, departmental, year group and school level 
• We deliver quality first teaching that benefits all students 

 
Toilet and Water Breaks: 
Some of our students have been issued green cards to use for toilet breaks, based on a medical condition. Please 
allow them to access the toilet facilities as they need to. However, some students are persistently leaving lessons 
to use the toilet throughout the day.  If the student asks to use the toilet, or fill up a water bottle: 

• Ask the student to ask you again in 5 minutes (use your professional judgement here) 
• If the student asks again and needs to use the facilities, ask for their mobile phone and issue the toilet 

pass with your initials on 
• Log the student toilet use via the Emergency Alert on Arbor – but use the ‘Student has gone to the toilet – 

No response required’ alert type.  Include the student’s name. 
• When the student returns to your class, collect in the toilet pass, and reissue their mobile phone. 

 
The introduction of this process will allow a record of student internal absences to be recorded in Arbor.  
 
Effective teaching and learning:  
  
• Builds on prior knowledge and understanding.  
• New material is presented in small steps, with lots of opportunity for students to practise.  
• All students being engaged with use of targeted questions and tasks that confirm and correct, extend 

and challenge learning 
• Guidance and frameworks providing success criteria, models and worked examples.  
• Productive working environments based on clear and shared expectations which underpin good 

working relationships with colleagues and students.  
• Students understand the purpose of the learning and see relevance to their own experience and future 

ambitions.  
• Students understand that learning takes place in diverse ways – often because of being ‘stuck.’  
• Success criteria are explicit, and models provided.  



 

   

 

  

• There are opportunities for creativity and problem-solving.  
• Students can self-assess and know what they need to do to improve.  
• Students have opportunities to transfer skills, knowledge and understanding to other contexts.  

"Everyone is expected to think because anyone may be asked to contribute.” 

This creates a culture of accountability and participation. 

However, learning is sometimes intangible, untidy, and challenging, and may be evident in ways not 
described above.  
 
Cover Work requirements: 

• Cover work should be set on Satchel:One for each class 
• There should be a seating plan available on Arbor for each class 
• Cover work tasks can be via textbooks and/ or worksheets, or with a suitably laid out/ easy to present 

PowerPoint (for a non- specialist.)  
• These resources should promote independent learning that is individual, paired or small group tasks for 

the hour lesson. 
 

Effective assessment: 

Subject leaders design assessment, tracking and reporting to communicate achievement        clearly with 
students and other relevant stakeholders.  

 
Assessment at NKS will differ between departments. All assessment is designed to boost the 
achievement of our students. 
The Monitoring and Assessment calendar is published before the start of the academic year. 
 
Summative assessment  
We use summative assessments to evaluate our students’ learning and academic achievements at the end of 
a term/unit/topic/year by comparing them to a school benchmark.   
  
 
Examples include:  

o End-of-term/unit/topic exams  
o Cumulative work over an extended period such as a final project or creative portfolio  
o Standardised tests, such as Pre-Public Exams, GCSEs, and A-Level assessment   

 

Formative assessment  
We use formative assessment to diagnose gaps in learning. This allows staff at NKS to adjust their 
teaching methods and curriculum plans to support the improvement of students’ learning.  
  
Examples include:  

o Do now activities at the start of lessons.  
o Interactive Q&A sessions e.g., recall starter questioning or end of lesson ‘What have we   

learnt today…?’ questions.  
o Impromptu quizzes/polls  
o Self and peer assessments  
o Visualisation or doodle map of what they have learnt.  

  
Feedback from summative assessment is not sufficiently timely to impact teaching or learning within 
an individual lesson. Formative assessment within lessons is essential and encouraged and a current 
focus. 



 

   

 

  

 
Effective Marking and Feedback:  
  
Marking and feedback should be meaningful, manageable, and motivating to support students’ progress 
and confidence. Marking and feedback are two-way processes at NKS. Teachers should use marking and 
feedback opportunities to inform their teaching and curriculum planning. For students, effective marking 
and feedback will provide information about their performance and how they can improve it and we look 
to provide ways for students to respond to feedback.  
Feedback can take different formats but should always focus on supporting students’ progress. 
Written feedback will be in the form of departmental comments and codes as well as SPaG and 
numeracy codes.   
  
At NKS, the minimum expectation for written marking is that there should be one formal (graded) assessed 
piece of work completed per term or at the end of a unit of work (i.e., six per year). Each department will 
clearly identify their assessment intentions via their Curriculum Handbooks and their year-by-year 
assessment overviews.   
 

Whole-school strategies for feedback  
 

• Whole-class feedback – written or verbal. This will enable teachers to diagnose future teaching 
 requirements for classes and individual students.   

• Code marking: codes will be department-specific to ensure marking has maximum impact on 
 students’ progress.   
• ‘What went well’ and ‘Even better if’ comments used to support student self-reflection.  
• SPaG zonal marking: one paragraph only by the teacher, but students then check the full piece to 

correct common errors.  
• Numeracy/Literacy codes where appropriate.  
• Teachers mark in RED pen, using codes and comment-based marking. The impact of effective 
 marking and feedback will be evident in the improvements in students’ work and confidence.  
• Students respond in GREEN pen. We encourage students to reflect and act upon the feedback 
 provided by their teachers and peers.  
Spelling, Punctuation and Grammar (SPaG): 
 

SPaG Codes: 
Sp spelling mistake C capital letter error 
P punctuation error ^  missing word 
// paragraph error ~~~ (wiggly line under error) incorrect - revise this. 
G grammatical error T  incorrect use of subject terminology 

 
Science for Learning Language: 
 
An area we are developing within our Science for Learning work, is the use of core vocabulary around Memory 
and Metacognition. This is particularly key in ‘Do Now’ activities where the Curriculum Maps and sequencing 
have been built into our curriculum. It is essential that we clearly explore these concepts with our students, 
so we are prioritising five key common elements to build into our implementation and lesson delivery: 

• Retrieval  
• Connections 
• Prior Learning 
• Working memory 
• Long term memory 

 
 
 
 
 
 



 

   

 

  

Homework: 
  
Students at NKS will make effective use of time outside of the classroom to consolidate and widen their 
own understanding. Independent learning is key for our students to take ownership of their learning. The 
rationale behind the use of homework is:  

• To consolidate and practice class work.  
• To prepare work for future lessons.  
• To develop research skills.  
• To allow for assessment of understanding.  
• To develop good study habits.  
• To enable students to work to a deadline.  
• To encourage personal responsibility and organisation.  

 
Setting Homework: 
KS3 - Students within Years 7, 8 and 9 are expected to spend an average of 1 hour per subject in each 2-week 
cycle. 
 
GCSE - GCSE students are expected to spend 1 hour per subject per week. For Core subjects this can be up 
to 2 hours per week 
 
A Level - Student within the sixth form are expected to spend 5 hours of study on each subject per week. This 
is to comprise of independent study, consolidation of notes and homework tasks. Students can complete 
some independent study tasks within school, in the time allocated within their timetables, for this purpose. 
 
Homework will be set around a realistic timeframe which allows students to complete the work to the best of 
their ability. Therefore, short deadlines (of 48 hours or less) should be avoided when setting homework. 
Deadlines should always be within term time to allow any queries regarding work to be addressed. 

 
Satchel:One 
The details for every piece of homework set by staff must be recorded on Satchel:One.   
These include a description of the task(s), any attachments or links to websites, estimated time to complete 
the task, how to submit the task (in class or electronically), and a deadline for the work to be submitted.  
  
Literacy and Numeracy  

 
NKS emphasises the importance of literacy and aims to ensure that all pupils have high levels of literacy 
appropriate to their age. Please see the literacy policy (Appendix B) for further detail. 
 
NKS recognises the importance of numeracy and the transfer of maths skills, and all subjects are required to 
consider how they can help to ensure that students develop an enjoyment for maths and problem solving. 
Please see the numeracy policy (Appendix C) for further detail. 
 
Reporting to Parents: 
 
Years 8, 9, 10, 11 and 13 students receive two data drops a year, one of which will have comments. 

 
Years 7 and 12 will receive three data drops a year, one reporting ATL grades only in Term 1, and one which will 
have grades and comments. 

• Key Stage 3 students are assessed using Emerging, Developing, Security and Mastery. 
Their Attitude to Learning (ATL) and Homework grades are rated 1 to 4 
 

• Key Stage 4 students are assessed using GCSE grades (9-1). 
Their Attitude to Learning (ATL) and Homework grades are rated 1 to 4 
 

• Key Stage 5 students are assessed using A Level grade (A*-E). 



 

   

 

  

Their Attitude to Learning (ATL) and Homework grades are rated 1 to 4 
 

The assessment grade coding for this is set out by key stage within Appendix C.  
Guidance for comment report writing is set out within Appendix E. 
 
Parent Evenings 
 
Parent evenings are held online via the School Cloud app.  
Each year group will have one Parent Evening per academic year, lasting 3 ½ hours. 
Appointment slots are 4 minutes for Key Stage 3 and 4, and 5 minutes each for Key Stage 5. 
 
Parent Evening meetings should contain:   

1. Acknowledgement of what the student is doing well within the subject  
2. Targeted advice from teaching staff about what the student needs to do to improve  
3. Signposting of resources available and specific advice on how parents can support their child   
4. Any questions from Parent/Carer  

  
There should be no dramatic surprises; ensure that there has been communication of any serious issues prior 
to the meeting via Arbor/phone call/email home  
Cameras should be ON.  
 
Guidance on how to structure an appointment can be found in Appendix E. 
 
Quality Assurance of teaching, learning and assessment and CPD 
 

School Leaders – Senior and Middle (Heads of Subject and Heads of Year) carry out QA in order to identify best 
practice and identify areas for development. The outcomes of this inform the CPD programme. 
Quality assurance takes the form of learning walks, learning talks and work scrutiny. These focus on the quality of 
the curriculum and TL & assessment.  
 
Senior Leaders hold fortnightly timetabled line management meetings covering an agreed agenda that follows the 
Monitoring and Assessment calendar and is designed to incorporate QA. 

 
Each learning walk and learning talk can be combined into one visit and will be no more than 15 mins. 

 
A total of 3 learning walks and talks across year groups would be appropriate for a full-time member of staff. 
Where staff teach across different departments the 3 visits will be distributed proportionately in line with their 
teaching load. 
 
CPD 
 
CPD for teaching staff is divided broadly into three areas. The first is ‘Whole School’ which will be sessions 
designed for all teaching staff on whole school priorities. These six sessions are for all teaching staff and are held 
on a Thursday at the start of each new term. They are designed respond to new and emerging educational 
research and Government initiatives or areas emerging from the School Improvement Plan. 
 
The second area is subject specific CPD, with sessions staggered across the year. This allows Subject Leaders to 
be responsive to areas of departmental development including moderation, that are highlighted via the QA 
process. Departmental foci will feed into the whole school CPD programme. 
 
The third area allows for individual flexibility. ‘My CPD’ are 6 sessions allocated across the academic year where 
staff can focus on developing skills for the role they are in, or the role they would like to get to.  These can relate to 
school targets, your classroom practice or personal progression. 
 
An explanation of how these hours are utilised should be included in your PDR form. How they are used must be 



 

   

 

  

agreed with your line manager and should support development. 
 
In addition to these sessions, we will run two additional Inset Days (Jan and March/April) for training – with 
guidance provided to subject leaders in advance to allow for set up of these 2 days. 
 
 
Part-time members of staff are expected to attend a proportion of sessions in line with their teaching load. 
 
Whole school CPD model  
 
Percentage of FTE for part time staff 

Whole School Focus 6 
Subject Led 11 

Individual Focus 6 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.0 FTE 18 hours 
0.9 16 hours 
0.8 15 hours 
0.7 13 hours 
0.6 11 hours 
0.5 9 hours 
0.4 7 hours 



 

   

 

  

 

Appendix A: Literacy Policy 
 

Literacy Vision |  

 

At NKS, throughout all subjects and specialties, we acknowledge the value of Literacy. It is the responsibility 
of all subjects, not just the English department, to support and challenge Literacy skills. All subjects and 
teachers will positively frame their use of literacy, and view this as a tool to support subject knowledge and 
understanding. 

Literacy Across the Curriculum 

All Subjects  
 

All teachers are teachers of literacy so literacy should be at the heart of all lessons and subjects. As Literacy 
is relevant to each subject, these skills must be explicitly taught throughout the curriculum. Subjects are 
responsible for ‘sign-posting’ when they are using these skills to improve student metacognition. 
 

These include, but are not limited to: 
 

• Explicitly teaching new vocabulary for each topic/unit 

• Explicitly teaching the structures and conventions of writing within their subjects 

• Planning for opportunities to support and develop oracy work 
 

 
 

Most subjects will explicitly teach literacy skills to support their curriculum, so all departments work closely 
with the English department and Literacy lead to coordinate teaching across the curriculum.  
 

All departments will plan for literacy development in their curriculum planning and will actively 
support students to transfer skills from one context to another.   
 

Literacy Priorities  

 

1. Explore/collate different types of writing that Year 7 students are expected to produce – and 
how these are taught 

2. CPD for improving understanding of literacy skills 

3. Whole school approach to teaching new vocabulary i.e. Frayer model 

 
 

Acknowledging literacy in departmental assessment.   
4 marks are given for literacy based on the following: 

4 marks - Writing is fluent with complex sentences and a variety of punctuation used for effect. 
Paragraphing for effect. Spelling and vocabulary choices are secure. 

3 marks - Extended writing is organised into paragraphs and is largely fluent with few errors. 
Punctuation is secure. Key words spelt correctly and used appropriately. 

2 marks - Simple sentences and capital letters used correctly. Attempt to paragraph if needed. Spelling 
mostly accurate. 

1 mark - No sentences or capital letters used. No paragraphing when needed. Key words spelt 
incorrectly. 

 



 

   

 

  

Appendix B: Numeracy Policy 
 

Numeracy Vision |  
 

At NKS, throughout all subjects and specialties, we acknowledge the value of numeracy and problem-solving 
skills. It is the responsibility of all subjects, not just mathematics, to support and challenge these skills. All 
subjects and teachers will positively frame their use of mathematics, and view this as a tool to support 
subject knowledge and understanding. 

Numeracy Across the Curriculum 

All Subjects  
 

While not all subjects naturally teach mathematics skills in their lessons, all subjects do teach problem-solving 
and ‘soft skills’ which relate to high-quality thinking skills. These include, but are not limited to:  
 

• Pattern spotting 

• Generalising 

• Analysing the effects of change 

• Presenting logical arguments 
 

Because one, or more, of these skills is relevant to each subject, these skills must be explicitly taught throughout the 
curriculum. Subjects are responsible for ‘sign-posting’ when they are using these skills to improve 
student metacognition. 
 

Quantitative Skills  
 

Some subjects must explicitly teach mathematical skills to support their curriculum.  
 

These departments work closely with the mathematics department to coordinate teaching across the curriculum.  
 

Where a skill is needed in one subject, if it has not already been taught in the mathematics curriculum, the 
specific subject is responsible for explicitly teaching the key skill in addition to how using this skills enhances the 
subject itself. For example: if Design and Technology uses the Pythagorean Theorem, but this hasn’t yet been covered 
in the mathematics curriculum, the DT lesson must include how to follow this process before applying it.  
 

Conversely, mathematics lessons will link skills and process to other departments where applicable. In both instances, 
explicit links will be made to the other subject so students can transfer their understanding from one context to another. 
  

Numeracy Priorities  

1. Curriculum outlines to be shared across departments to identify when mathematical skills are taught  

2. CPD for improving understanding of mathematical skills  

3. Mathematics lessons to include relevant examples from other disciplines, including exam questions  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

   

 

  

Appendix C: Marking Descriptors KS3, KS4 and KS5 
 
ATL and homework grades are graded 1 – 4  for all Key Stages 

 

ATL  Homework 

Always follows the school’s behaviour for learning rules 
and is fully prepared for lessons. 
 
Good behaviour contributes to successful learning. 
 
Responds positively to feedback and guidance, 
developing their work and skills as a result. 
 
Actively engages with independent learning. 

1 

Homework is always completed on time. 
 
The quality of the work goes above and beyond the 
expectations set. 
 
The work is presented with care and accuracy. 

Follows the school’s behaviour for learning rules and is 
fully prepared for lessons. 
 
Good behaviour contributes to successful learning. 
 
Routinely responds positively to the expectations of, 
and guidance from staff. 
 
Students participate in self-directed independent 
learning activities 

2 

 
Homework is completed on time. 
 
The quality of work is of a good standard. 
 
The work is presented neatly and has minimal 
mistakes. 

Follows the school’s behaviour for learning rules and is 
usually prepared for lessons. 
 
Behaviour is good most of the time, but can receive a 
first warning. 
 
Often responds to the expectations of, and guidance 
from staff. 
 
Students can participate in self-directed independent 
learning activities. 
 

3 

Homework is not handed in every time. 
 
The quality of work is acceptable but requires more 
detail. 
 
The presentation of work can be untidy. 

Working below the expected standard of the school’s 
behaviour for learning rules and an L1 behaviour has 
been set for this. 
 
Often unprepared for lessons.  
 
This impacts negatively on own learning. 
 
There is little or no participation in self- directed 
independent learning activities. 

4 

Homework is not submitted on time or is not of a 
suitable quality.  
 
The quality of work is incomplete or missing significant 
detail. 
 
The presentation of the work is untidy. 
 
An L1 behaviour has been set for this. 

 
 
 
 
 
 



 

   

 

  

 
Key Stage 3 Assessment Criteria 
 
For our KS3 cohorts we report the quartile that a student's attainment places them in. For each subject students are 
reported to be in quartile 1,2,3 or 4. Quartiles were introduced in the 2024-2025 academic year, in order to allow parents 
and carers to see where their son 'sits' within the year group. If a student is within the 1st Quartile, then their attainment 
is within the top 25% of student attainment. If they are within the 2nd Quartile then their attainment is in the second 25% 
of student attainment and so on. Although each NKS year group is unique, the relative prior attainment across the year 
group is statistically similar and hence comparisons of this nature are valid from year to year. Given that NKS is Grammar 
school it is important to remember that these are quartiles applied to our very able cohort which is based on the top 27% 
of the national cohort. Reported monitoring grades are the result of reviewing the student’s work since the last 
assessment point – including assessed pieces, classwork, and homework. 

 

Key Stage 4 Assessment Criteria: 
 

Key Stage 4 students are assessed using GCSE grades (9-1). 

Reported monitoring grades should be arrived at as a result of reviewing a wide range of the student’s work since the last 
assessment drop – including assessed pieces, classwork and homework to determine a projected grade based on a range of 
data. The PPE grade is also reported. These grades will be fine graded from 9+ to 1- when reported for assessment drops. The 
fine grading allows for more detailed analysis of the data (Arbor and ALPs). 

 
From that analysis, discussions at department level and Raising Standards meetings can inform intervention measures 
to scaffold support or to stretch and challenge students by teachers, Subject Leaders and Heads of Year.  
 

KS4 grade 
9 to 1 -  + 

Definition 
There is a possibility of dropping to 

the grade below. 
Secure at this grade 

Has potential to achieve the next 
grade up 

 

Key Stage 5 Assessment Criteria : 
 

Key Stage 5 students will be assessed using A-Level grades (A*-E). 

Reported monitoring grades should be a result of reviewing the student’s work since the last assessment drop – including 
assessed pieces, classwork and homework to determine a projected grade based on a range of data. The PPE grade is also 
reported. These grades will be fine graded from A*+ to E- when reported for assessment drops.  The fine grading allows for 
more detailed analysis of the data (Arbor and ALP’s). 

 
From that analysis, discussions at department level and Raising Standards meetings can inform intervention 
measures to be put in place to scaffold support or to stretch and challenge students by teachers, Subject Leaders and 
Sixth Form Team. 
 

KS5 grade 
A to E -  + 

Definition 
There is a possibility of dropping to 

the grade below.. 
Secure at this grade 

Has potential to achieve the next 
grade up 

Assessment 
Code 

1 2 3 4 

Definition Students within the first 
quartile (highest) of 

attainment in their year 
group 

Students within the 
second quartile of 

attainment in their year 
group 

Students within the 
third quartile of 

attainment in their 
year group 

Students within the 
fourth quartile (lowest) 

of attainment in their 
year group 



 

   

 

  

Appendix D: Guidance for Staff on Parent Evenings 

  
Parent Evening dates for each year group are in Arbor calendars for teaching staff, and the Whole Year Overview for 
Monitoring and Assessment document on Arbor home page. 
 
Parent Evening meetings should contain:   

2. Acknowledgement of what the student is doing well within the subject  
3. Targeted advice from teaching staff about what the student needs to do to improve  
4. Signposting of resources available and specific advice on how parents can support their child   
5. Any questions from Parent/Carer  

  
• There should be no dramatic surprises; ensure that there has been communication of any serious 
issues prior to the meeting via Arbor/phone call/email home  
• Cameras should be ON.  

  
  
Information for Parents  
  

• Wherever possible, both parents and student are encouraged attend these meetings.  
• Cameras should be ON.  
• The Parent Evening app ‘auto book’ function has been deselected – this is to allow parents easier access to 
range of appointment times and minimise block booking.   
• Parents are encouraged to book appointments for the subjects they particularly wish to discuss progress in, 
based on Monitoring reports, and/or communications from school. 
• The booking system will go ‘live’ at 19:00 on the date specified for each year group.  

  
  
  
  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

   

 

  

Appendix E: Assessment and Reporting – Review and Expectations  
 
The following suggestions have come from the Teaching. Learning and Assessment group and our meetings to discuss and 
reframe this, and feedback from the Parent Voice events.  
 
Written Report Framework  
Key Stage 3 report comments should include:  

• Positive statement (what is going well)  
• Improvement statement (grades would improve if)  
• Suggestion of where to go for independent study resources - subject specific – linking where possible 
to the area for student improvement.  

  
Key Stages 4 and 5 report comments should include:  

• Positive statement (what is going well)  
• Specific improvement statement (student grades would improve if) linked to topic or PPE grade  

  
Quality Assurance  
This is to minimize the likelihood of spelling and punctuation mistakes, student names not matching those in report 
comments, discrepancy between grades and comments made or inaccurate data. 
There needs to be a timely QA process to allow for this process.  
  

• Steps 1, 2, and 3 would take place from the start of term, up to the monitoring date for that year group. 
• Steps 4 and 5 would take place in the week after the monitoring deadline. 
• Reports issued to parents on the Tuesday following our staff monitoring deadline.  

  
Quality Assurance Steps  

Step 1: Data Manager 
• Open report mark book at the start of each term, to allow for data input  
• Email staff reminders of upcoming deadlines  

Step 2: Subject Leader & 
Line Manager 

• Comment banks are viable if the comment content is checked for spelling, 
punctuation, and grammar, and will link to new material for independent study  

Step 3: Class Teacher 

• To generate the report for individual students  
• To check that name, grade and comment are accurate.  
• To check spelling, punctuation of their written report  
• To complete this process by the Tuesday reporting deadline  

Step 4: Subject Leader 
• Proofread a sample of department reports (2 per class)  
• Name and grades correlate  
• Comments relate to content taught  

Step 5: Head of Year & 
Inclusion Manager 

• Proofread students who are on HOY report   
• Proofread students with EHCP (PU/JG)  
• Check grades and comments correlate  

 
1. Guidance for comments 
• Departments modify / expand existing comments to ensure there are a range of positive and improvement 

statements for each year group. 
• Ensure the comments are suitable for the time of academic year – reflecting the unit, module or component that is 

being worked on at that point of the curriculum map. 
 
Outcome: 

• Allows staff to use a range of prewritten comments as a framework to build and customise the written reports for 
their classes. 

 
2. Central resource area for each department (on Arbor or in SharePoint) 
• Departments share the comments on Arbor or in SharePoint for staff access 
• Arbor does not have a filter for snippets to identify by subject or year group – it lists snippets alphabetically 
• If you choose to insert snippets into Arbor to use as you comment bank, label them as the year group, your subject 

and content. For example:    
9 Maths ATL good 1  
9 Maths Homework Poor 1   



 

   

 

  

 
Outcome 

• Departments share the comments on Arbor or in SharePoint for staff access. 
• Upload comment banks into the staff Teaching and Learning Subject Area – where the Curriculum Handbook is 

located Curriculum SharePoint 
 

3. Quality Assurance – the quality of the subject based comments and SPAG 
Comments uploaded to Arbor or SharePoint – depending on preference. 

• QA process by SLT begins – content of written comments and SPAG. 
• All reports should use he or she pronouns. 

 
Outcomes: 

• Bank of centralised resources for department your staff to use. 
• Conveys specific useful subject information to parent and student. 
• Minimises grammar and content errors in written report received by parent. 
• After the initial set up of comment banks it then streamlines workload for the remainder of the year, and can be 

updated annually. 
 
Time Frame – for monitoring with comments and quality assurance    
For internal deadlines see the planning document in Arbor in the School Notices section 
  
Guided comment statement examples   
  
Positive:  

• Student A’s attitude towards learning in mathematics lessons is consistently good. He works incredibly well 
independently to complete the work set.  

• Student B’s confidence in his mathematical ability has improved steadily throughout the year, and this is shown in 
his unit test scores.  

  
Improvement:  

• In lessons, Student C needs to focus more of his attention on the work set, as he is sometimes distracted.  
• Unit 24 (Linear inequalities) would be a useful starting point for Student D to revisit.  

   
*Arbor running in Edge and Chrome will run a spell check. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://nortonknatchbull.sharepoint.com/Staff/Shared%20Documents/Forms/AllItems.aspx?viewpath=%2FStaff%2FShared%20Documents%2FForms%2FAllItems%2Easpx&id=%2FStaff%2FShared%20Documents%2FTeaching%20and%20Learning%2FCurriculum%20Planning%2023%5F25&viewid=938d388b%2Dbaba%2D4561%2Daddf%2De902c5d7ceb1
https://nortonknatchbull.sharepoint.com/Staff/Shared%20Documents/Forms/AllItems.aspx?viewpath=%2FStaff%2FShared%20Documents%2FForms%2FAllItems%2Easpx&id=%2FStaff%2FShared%20Documents%2FTeaching%20and%20Learning%2FCurriculum%20Planning%2023%5F25&viewid=938d388b%2Dbaba%2D4561%2Daddf%2De902c5d7ceb1


 

   

 

  

 
 
 
Appendix F: Use of AI 
Please refer to the school's AI policy available on the school's website.  
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