
 
 

Reporting Policy 

 
Policy Objective 
 
This policy aims to provide constructive feedback for parents/carers, teachers and students 
in order to facilitate a collaborative framework for learning and to measure students’ 
progress within statutory requirements. 

  
Policy Outcomes 
 
The school aims to raise standards by improving the quality of assessment by: 
 

 Using either baseline assessment or prior attainment for Minimum Potential Grade 
setting linked to planning for progression throughout the key stages. 

 Promoting the use of summative assessment in the form of teacher assessment and as a 
means of evaluating teaching and learning and of matching work to students needs. 

 Promoting the use of formative assessment by using assessment information to identify 
achievement, for discussing progress with students and providing advice for 
improvement. 

 Promoting the belief that successful learning occurs when learners have ownership of 
their learning and when they understand the goals they are aiming for, and the gaps in 
their learning and mastery of key concepts. 

 Recognising that assessment is valued and plays a vital part in encouraging and 
motivating students to achieve their full potential. 

 Encouraging students to assess themselves and to develop a sense of responsibility for 
their own learning. 

 Encouraging teachers to use a range of assessment techniques proficiently in the 
classroom. 

 Encouraging parents to understand and support learning. 
 
Within the reporting process teachers should therefore aim to: 
 

 Give some indication of the work which the student has been doing. 

 Jointly review the student’s work so that strengths can be built upon and weaknesses 
identified can be remedied in targets set for future improvement. 

 Provide a judgement of the student’s current progress towards achieving potential exam 
outcomes. For internal purposes, provide as accurate a prediction of each student’s 
attainment as possible, based on in-depth and robust assessment of that student’s 
knowledge, understanding and progress in that subject. 

 Inform parents whether their child’s attitude to learning is conforming to the standards 
expected by the school. 

 Show that the student is known as an individual whose achievements are recognised 
and whose needs are catered for. 

 Provide evidence based comments understood by all parties reading the report and 
which then provide a point of reference for future review. 
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Guidelines 
 
Department assessment procedures should: 
 

 Be central to classroom practice and an integral part of the teaching and learning 
process. 

 Be formative and diagnostic, informing future teaching and enabling differentiation. 

 Be used to identify future goals. 

 Be made explicit, together with assessment criteria, to students, particularly to support 
self-assessment 

 Be focused on how students learn 

 Be sensitive and constructive, and foster motivation 

 Be inclusive by recognising all educational achievement 

 Be consistent within the department. 

 
Department recording procedures should: 
 

 Be in a format which provides clear, relevant information about students’ achievement 
and progress. 

 Be readily accessible in order to support reporting procedures and provide information 
for: 
i) students, parents/carers and teacher’s use 
ii) departmental use 
iii) pastoral use 
iv) other schools 
v) external agencies 

 Be supported by evidence of students’ work where appropriate. 
 
School Assessment and Reporting Procedures 

 
Assessment during the academic year consists of up to three Progress Reports and, in the 
case of Year 11 and Year 13, externally assessed examinations. 
 
The timings for these are: 
 

Year Group Progress Reports Subject Evenings 

Year 7 Jan, April, July April 

Year 8 Dec, March, June Feb 

Year 9 Jan, April, July May 

Year 10 Dec, March, June Jan 

Year 11 Dec, March Oct, March 

Year 12 Dec, March, June (UCAS) Dec, March 

Year 13 Dec, March Oct, March 

 
School reporting procedures should: 
 

 Be produced using the Sims system. 

 Be written in language appropriate to the parents/carers and students 

 Be positive but at the same time include constructive feedback and identification of 
future learning targets. 
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 Be supported by departmental assessment of students. 

 Include reference to: 
i) The progress towards the student’s potential exam outcomes. 
ii) The student’s Minimum Potential Grade for the end of GCSE (for core subjects in 

all years and all subjects in KS4) and AS/A2 courses. 
iii) Whether student progress towards mastery of key concepts and subject content 

at the time of writing the report is on track (On) or not there yet (NTY) in 
relation to that which would be expected in that particular curriculum year. 

iv) The student’s Growth Mindset attitude to learning score. 
v) All reports should an indication of the student’s attendance records up to that 

point in the year. 
vi) In the case of the UCAS report in Year 12, comment is made under separate sub-

headings on the student’s Academic Achievement and Potential, their Suitability 
for Higher Education/Specific Course or Job and Personal Qualities. 

 
Good Practice in report writing: 
 
a. Check that the report refers to the student named at the top throughout the report. 
b. Write in the third person. 
c. Comments should be personalised to the student. 
d. Be aware that the audience for these reports is parents/carers and students. 
e. Check all of the information is complete. 
f. Read through the report to make sure that it makes sense and that the spelling is 

correct. 
g. Ensure that the information in the report is reflected in the progress judgement given. 
h. Be aware that the potential grades/levels refer to the end of key stage /course and 

therefore the judgement of ‘On’ or ‘NTY’ given for current progress should indicate to 
the student / parents / carers that if the student maintains their current progress they 
would achieve at least their potential grade, or not reach it. 

i. Make specific comments relating to subject content and skills.  
j. Make specific comments about progress, standard of work and attitude using examples 

where appropriate. 
k. Show an awareness of the assessment criteria and key concepts and subject knowledge 

to show how students have, or have not, mastered them. This is particularly important 
when setting targets for future improvement. 

l. Be positive in your comments but if critical be prepared to show the student how they 
can rectify the situation. 

 
Subject Evenings: 
 

 Consultation evenings will be held during the academic year to provide an opportunity 
for parents/carers to discuss their son’s/daughter’s progress with subject staff and 
tutors.  

 
Equality and diversity statement 
This policy has been assessed against the requirements of the Equality and Diversity Policy 
as not discriminating against students due to their gender, race or disability. 
 
Monitoring and Review 
The Deputy Head Teacher will be responsible for: 

 The application of this policy 

 Reviewing and sharing good practice in the application of the policy 
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Linked Policies 
Marking and Assessment Policy  
Exams Policy 
Teaching and Learning Policy 


