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Assessment, Recording, Reporting  
and General Marking Policy 

 
1. Introduction 
At Pownall Hall School, we are aware that accurate, effective assessment informs teaching and improves pupils’ 
learning and performance.  
 
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 teachers diagnose each pupil’s strengths and weaknesses; 
● to allow teachers to plan work that accurately reflects the needs of each child; 
● to help our children understand what they need to do next to improve their work; 
● to provide regular information for parents to help them to support their child’s learning; 
● to ensure that assessment is seen as an integral part of teaching;   
● to provide the Headmaster and Governors with information that allows them to make judgements about the 

effectiveness of the school. 
 
2. Assessment Framework 
Formative assessments are based on teachers’ observation of and interaction with pupils during lessons, marking of 
written work and end of unit tests. This information informs future planning. Pupils’ work should be sensitively, and 
positively marked and constructive feedback should be given to help pupils to improve their work. 
 
Summative assessments are made using standardised tests for English, Mathematics and Reasoning. Half termly maths 

assessments, end of block assessments and termly  assessments in comprehension; grammar,  spelling and 

punctuation; and writing demonstrate the progress children are making. This information is recorded on  the Staff 
Shared Area and is used to indicate individual pupil’s progress against national norms over the year, together with 
teacher assessment. 
 
3. Monitoring and tracking pupils’ progress 
Subject coordinators are responsible for monitoring and tracking pupils’ progress regularly through the scrutiny of 
books and test scores on Google Drive. Twice yearly pupil progress meetings take place with English and Maths 
teachers.  
 
3. 1 Marking 
The marking of pupils’ work is a fundamental part of the process of teaching and learning in school and is an important 
part of the assessment procedure. It provides the opportunity for teachers to: 

● monitor pupils’ progress in knowledge, understanding and achievement 
● monitor the effectiveness of their teaching 
● inform their planning and monitor curricular requirements 
● provide pupils with appropriate feedback and future targets for improvement 
● improve their future performance 
● acknowledge and value pupils’ efforts and recognise achievement 
● provide some evidence for parents about their child’s progress. 

 
Please see 7.0 Marking and Feedback below for further information.  
 
4. Recording 
Each department identifies how criteria from units of work are to be assessed, for example, through an end of unit 
test, a piece of written work, a practical task or oral description. Results are recorded on Assessment spreadsheets. 
These results are used to inform the planning of future lessons, to monitor the effectiveness of teaching and the 
curriculum, to inform the next teacher as the pupils progress through the school. 
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Results of standardised tests are recorded on the Staff Shared Area and are used to assess pupils’ progress and 
achievement in relation to national norms. This information is used to inform teachers of the needs of each pupil in 
relation to what can be expected from them and how the next stage can be planned to benefit them. They provide 
valuable guidance for feedback to parents and teachers.  
 
5. Reporting 
Parents are kept fully informed of their child’s progress. There is a parents’ information evening prior to the beginning 
of each academic year and thereafter:   
Written reports are produced twice a year for all pupils from Nursery to Form 6.  
Parents receive a Mid-Year Report at the end of the Lent term. 
There are two parents’ consultation evenings per year for pupils from Kindergarten to Form 6. 
 
Reports are honest and relate to a standard and ensure that the pupil has realistic targets to aim for so that 
improvements can be made. Reports always include positive comments.  
 
6. EYFS 
We make regular assessments of children’s learning and use this information to ensure that future planning reflects 
identified needs. Assessment in the EYFS takes the form of ongoing observations, in both child initiated and teacher 
directed activities. The collection of assessment data is a statutory requirement. 
 
In Nursery, Robin Room, parents will receive feedback about their child’s progress and next steps, termly, in the form of a 
baseline assessment, a focus child report and a parents evening or a written report. 
  
In Nursery, Owl Rooms, the parents will also receive termly feedback on their child’s learning and development through 

baseline assessments, focus week, parents evenings and reports. Children will receive a 2-year check report between the 
age of 2 and 3. Each day parents will receive a verbal report on how the day has gone for their child.  
 
At the end of the Michaelmas Term and the Trinity term, each child in the Kindergarten and Reception will receive a 
written report. In the final term of the EYFS, each child’s level of development is assessed against the early learning 
goals in order to complete the EYFS Profile. The EYFS data is reported to the LEA. The final report in Reception indicates 
whether the children are meeting the expected levels of development, if they are ‘on track’ or ‘not on track.’  
 
The information is shared with the child’s next teacher and parents as progression takes place through the Stage. The 
school’s assessment framework includes a baseline assessment on entry into each year group.  
 
We value regular contact with parents and ensure that there is a range of opportunities for discussion about each 
child’s development: These include: 
 

● Inviting parents to an induction meeting in July for those children who are about to enter Reception. 
● Transition meetings throughout the year as a group of children are ready to move rooms.  
● Encouraging parents to talk to the child’s teacher or key person if there are any concerns. 
● Pownall Hall School ensures that all children attending the setting have a personal Learning Journey (Tapestry) 

which records photos, observations and comments, in line with the Early Years Foundation Stage, to build up 
a record of each child’s achievements during their time with us. 

● Sending home an information letter via each class on a regular basis. 
● Offering parents regular opportunities to talk about their child’s progress both face to face and through 

Tapestry.  
● Recognising the value of communication through the use of Tapestry. 
● Informing parents of the child’s progress in the Kindergarten and Reception at the end of their first term, in 

December, with a written report. 
● Supplying the Kindergarten and Reception parents with a written report on their child’s progress at the end of 

the summer term in July. 
● Ongoing meetings in the Woodland Nursery to discuss the focus of the child and their learning. 
● Holding two parents’ consultation evenings each year for the Nursery, Kindergarten and Reception.  
● Day to day contact with parents is valued throughout the EYFS. 
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7. Marking and Feedback 
Marking and responding to children’s work is an essential element in the assessment of the performance, progress, 
levels of attainment, and the raising of standards throughout our school. It informs and enables staff, children and 
parents/carers in this process. 
 
The way in which we respond to a pupil's work inevitably communicates signals to the children. These signals are likely 
to affect their own judgements and feelings about their levels of achievement/attainment and the ways in which they 
are working. All comments/responses therefore, in whichever form they may take, must be constructive and based 
upon evidence which the children understand and can relate to. Marking must be applicable to the learning objectives 
of the lesson(s). 
 
This policy sets out how the use of effective marking, feedback and response is consistently utilised across our school 
to benefit primary aged pupils. 
 
Effective feedback given to pupils through marking and reviewing work will provide constructive steps for every pupil 
to ensure progress. It will focus on success and improvement needs against learning intentions and success criteria, 
enabling pupils to become reflective learners and helping them to match current with desired levels of performance.  
At Pownall Hall this important stage of the teaching and learning process is also called ‘Developmental Marking’ 
 
7.1 Aims 
Effective marking and feedback is integral to good teaching and learning processes. By empowering pupils to be 
actively involved in understanding how they are making progress, it helps to embed learning swiftly and enables 
accelerated learning. 
 
Our Aims in Marking/Responding to Children’s Work: 

● To use marking as a teaching tool to inform the children of their performance and the next steps in their 
learning. It is not general; it is specific, it focuses on improvement as well as correction and it relates to the 
current piece of work with an expectation to edit and improve. 

● To develop children’s ability to proofread, edit and improve a piece of work before the teacher sees it. 
● To expect children to use methods to indicate their own understanding of their learning. 
● To expect children to explain how they think work can be improved. 
● To make effective use of response partners to respond to their peer’s work. 
● To use marking as an assessment tool to inform the teacher of the child’s level of achievement /attainment 

and to inform the next stage of their planning. 
● To create a common, agreed, continuous, developmental methodology throughout the school which is 

understood and utilised by both colleagues and children. 
● To develop pupils’ ‘growth mindset’ by encouraging them to respond to feedback and take responsibility for 

their learning. 
 

7.2 Processes 
Four types of marking and feedback occur during teaching and learning at Pownall Hall: 

1. Teachers’ well considered intervention to promote deeper thinking and swiftly address misconceptions during 
lessons. This takes the form of verbal feedback and occurs through effective questioning to clarify or refocus 
tasks and enquiry, mini plenaries and mid-lesson adjustments. It may also be verbal feedback given during a 
1:1 learning conference with a pupil or on a group basis. For younger pupils this can be noted down to record 
the feedback and response process. 

2. ‘Light’ marking of work, acknowledging and recognising attainment and/or progress, success and/or 
completion of pupils’ work.  

3. Developmental Marking in which incisive feedback on attainment and success is given and response from 
pupils is required to strengthen the teaching and learning process in order to accelerate and deepen learning. 

4. Self and peer assessment of the attainment and success of a piece of work, with reference to ‘growth mindset’ 
language and Pownall + learning powers.  
 

7.3 Non-negotiable Procedures for Marking 
All work is at least ‘light’ marked. In most subjects, RED ink is used.  

● Written and verbal “marking” becomes more complex as the child gets older.  
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● The marker’s responses take into account the learning objectives of the activity/area of the curriculum, and it 
is clear if the learning objective has been achieved.  

● All verbal and written comments made by the marker are constructive, concise, informed, based upon 
evidence and should not be merely a “well done” or “good” time after time.  

● Raise the achievement and self-esteem of learners by using ‘Growth Mindset’ language and Pownall + Learning 
Powers in order to engage them in their learning.  

● In both Maths and English at least 1 piece of work per pupil should be developmentally marked in depth per 
week, or as and when necessary (see developmental marking).  

● In other subjects, where written work is completed, at least 1 piece of work per pupil should be 
developmentally marked in depth per fortnight (see developmental marking).  

● All pupils' responses should be acknowledged by the marker.  
● Teachers provide time for students to reflect and respond to ‘GPQs,’ feedback and targets.  
● All pupils’ responsive marking is to be carried out in GREEN pen.  
● Pupils should indicate that they have read and acknowledged targets or feedback.  
● Time is regularly set aside to enable children to have the opportunity to evaluate their work and respond to 

marking. They are expected to respond to marking as part of a “marking dialogue” with the teacher. 
● Where all work is correct, a further question or challenge should be presented and, in the best examples, this 

is developed into a dialogue between teacher and student. 
● Verbal feedback can be given and should be indicated with - VF or D for dialogue 

 
7.4 Developmental Marking 
Developmental marking will demand an effective response from the pupil and time should be allocated by the teacher 
for an appropriate and meaningful response to be made also each week.  
 
Developmental marking should be positive, specifically identifying what has been done well.  
 
Well-constructed feedback tasks prompt effective response from pupils so to improve quality of work or reinforce 
learning. They should maintain challenges for individual pupils, yet be easily executed and brief in nature, enabling 
pupils to move forward, and be aware of how they are improving. For example, the challenge within the task may: 
 

• Identify an area for specific improvement followed up with an improvement task. This may be highlighted in 
green pen. 

• identify a specific area for deeper investigation/ extension of understanding (highlighted green) 
• Refine a teaching point to consolidate or reinforce understanding. 
• Extend understanding to deepen learning or raise to a higher level of thinking. 
• Address/explore misconceptions. 
• Pick up errors if apparent. 
• Address incomplete work and presentation issues. 

• Focus a need for practice – e.g. times tables, attention to place value, spellings, punctuation, grammar. 
 
Examples of feedback prompts can be found in Appendix 2 
 
When constructing feedback teachers need to consider: 

1. Does feedback inform the pupil what they have done well and what they need to do to improve? 
2. Relate to planned learning objectives and success criteria? 
3. Can feedback be read clearly and understood?  
4. Does feedback indicate a next step/improvement in learning? 

 
7.5 Spellings 
When developmentally marking writing, attention should be given to spelling, grammar and punctuation in line with 
the stage of development of the individual and strategies used to support their development.  
 
This will be done in line with the marking code. If a response is required for spelling no more than 3 spelling corrections 
for a piece of work will be given. 
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Where spelling corrections need to be made, markers should focus on key topic vocabulary, high frequency words or 
select words in line with individuals’ stage of development.  
 
7.6 Responding to comments 
All responsive marking is to be carried out in GREEN pen.  

• After marking, children reflect, correct and address any misconceptions. 
• Time is regularly set aside to enable children to have the opportunity to evaluate their work and respond to 

marking. They are expected to respond to marking as part of a “marking dialogue” with the teacher. 
• All marking is to be done in a clear legible hand aligned to the school handwriting script. 
• The marking code is to be followed in all cases. (see Appendix 1) 
• The marking code should be accessible to all pupils in the learning environment. 
• Children’s editing, corrections and responses to marking are written neatly in GREEN ink. 
• Responses to targets and development points are written in GREEN. 
• Spellings are corrected in GREEN.  

 
7.7 Pupil Self and Peer Assessment  
Children are encouraged to evaluate their own work before marking, taking into consideration the shared learning 
objectives and any previously individually set targets. This can be both verbal and written comments.  
 

• Examples of pupil self and peer assessment: 
• Reflect on what they have learned in the lesson.  
• Identify their efforts as well as suggesting next steps and targets for themselves.  
• Identify which ‘character skills’ they have used, with reference to the Pownall + Learning Powers. Children can 

also indicate this using a Pownall + sticker.  
• Self-assess against the success criteria - it is useful for this to be stuck into the exercise book so the child can 

self-assess against all aspects. 
• A traffic-light/smiley face system may be used for pupils to assess their learning against the learning objective: 

o Red/Sad: ‘I’m not there yet, I need some help’                           
o Amber/Flat face: ‘I can do this but need more help to feel confident’  
o Green/Smile ‘I can understand and do this, and this shows in my work’ 

• When peer assessing other pupils’ work, children should identify 1 or 2 positive aspects and 1 area for 
development. Comments should support the success criteria and objectives of the lesson.  

 
7.8 Rewards 

Staff make regular use of our reward system when marking children's work, awarding credits up to a maximum of 
three for pieces of work that demonstrate excellence in some form. Application is prioritised over attainment to ensure 
children of all attainment levels are suitably recognised when a significant effort has been made. Academic +3s are 
listed in the weekly bulletin and the corresponding names are read out in Celebration Assembly. Outstanding pieces 
of work may receive a Headmaster's Award. Additional rewards are used at the discretion of individual teachers, such 
as stickers, smiley faces and postcards. 
 
7.9 The Frequency and Nature of Pupil Response to Feedback 
Work that is marked developmentally requires a response from the pupil. 
 
Pupils are to acknowledge all comments made by an adult. However, developmental marking is most effective when 
a well-crafted prompt/request for response is given and completed. Pupils need time to develop this skill from FS to 
Year 6, and throughout the school year appropriately. 
In each class effective time must be given to teaching pupils to respond to tasks swiftly. This process will look different 
developmentally across each year group, increasing with independence and complexity with maturity and skill of 
pupils. 
 
By the end of Year 2, most pupils should be able to locate, access and execute simple response tasks independently. 
They should know what they are doing to improve their learning. Pupils with SEN will need support to enable this. 
Likewise tasks must be effective in improving work yet brief in execution. 
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For pupils in KS1 and where developmentally appropriate as designated by SEN Support Plans, communication of the 
feedback will be augmented by adults, until developmentally pupils are able to access this independently. 
In the Foundation Stage, developmental marking process may be exemplified through observational assessment made 
by adults and then verbal feedback and discussion recorded and noted down. This will be recorded in pupils’ learning 
journeys, and as the Foundation year progresses directly onto recorded work as appropriate. 
 
8.0 Monitoring and Evaluation 
Monitoring of the policy will be done through work scrutiny led by the Headteacher and SLT leads as appropriate. It 

will be monitored for whole school consistently and evaluated for impact on pupils’ outcomes. 
 
The Headteacher, SLT and Heads of department will also monitor the impact of developmental marking through work 
scrutiny in both maths and literacy as part of lesson observations to monitor the quality of teaching and learning in 
the school. In Foundation Stage this will also include scrutiny of observational assessment and content of Learning 
Journeys. This will be triangulated with pupil interviews to ascertain how developmental marking supports them in 
understanding what they need to do to improve their learning and to make progress. 
Work appreciation will be used to monitor consistency across the school and impact of the policy on pupil outcomes. 
 
 
Presented to Governors for approval   January 2026 
 
Signed:   
          
      
Mrs Eileen MacAulay, Chair of Governors  January 2026 
 
 
Revision Log 
 

Date Changes Made Version No 

Sept 2018 Policy created and merged with Assessment Recording V1.0 

Nov 2018 Amended and updated  V2.0 

Nov 2019 Amended and updated V3.0 

Nov 2020 Amended and updated V4.0 

Nov 2021 Amended and updated  V5.0 

Nov 2022 Amended and updated  V6 

Nov 2023 Amended and updated  V7 

Nov 2024 reviewed and updated V8 

Jan 2026 Reviewed – amended paragraph 7.8 to reflect current practice 
and minor typo amendments. Brought into January review to 
align with other school policies. 

V9 

  
Next Review:   January 2026 
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Appendix 1 

 

Teacher marking:  

✓ - correct 

X -  incorrect 

P - punctuation 

Sp -  spelling mistake 

G -  Grammatical error (it doesn’t make sense so read it again) 

 

Pupil Response:  

GPQ -   ‘Green Pen Question’ requires a response in GREEN pen 

T -   A target for future lessons 

→   - Next steps, e.g. “you can do this, now try this.”  

Sp  x   3 - Spelling correction - write 3 times using ‘look, cover, write, check’ 

 

Assessment prompts:  

LO  - Learning Objective 

SC - Success Criteria 

I  - independent work 

S  - supported work 

D  - verbal feedback or dialogue 

 

MATHS MARKING 
 
Your teacher will use these signs and symbols when marking your Maths work: 
 

✓ Your answer is right 

✕ Your answer is wrong 
C You have corrected your answer 
D Your teacher discussed the work with you 
 
In Forms 3, 4, 5 and 6, traffic-light colours or smiley faces show whether you have achieved the learning objective for 
the lesson: 
 
 Green Objective achieved  
 Amber Working towards the objective 
 Red Objective not yet achieved 
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Appendix 2 Examples of feedback prompts requesting response. 

 

Read your work – can you add... (3 full stops, an adverbial which says where, a question mark, etc) 

Look back at your work – can you add...(your method, a number line) 

Try to find the sentence which needs to be changed /doesn’t make sense and improve it. 

Can you find where you went wrong? 

How could you check this? How could you check this? 

Now try these... (if activity writing about prompts/pictures/adding punctuation/Grammar) 

Now try these... (extension questions/Consolidation questions) 

If the answer was ..... What could the question be? 

Is there another way you could write this information (highlight sentence)? 

Is there another way you could do this? 

Can you find a way you could write this in a shorter sentence? 

Can you find a quicker way of doing this? 

Finish this sentence: .....  

Fill in the blanks: ..... 

Highlight the sentence where you have used... (adverbials, connectives, correct punctuation, speech 
marks, persuasive language, etc) 

Highlight where you have used (column method, grid method, a strategy to check your answer, etc) 

Boom! This sentence by adding .... 

Tell me 1/2/3 reasons why I should give you a +3 for this work. 

Tell me 1/2/3 reasons why I should give you a +3 Point for this work. 

Tell me ... that have ...? 

Tell me two sentences that have adverbials. 

Tell me two numbers that have a difference of 12. 

What ... would you use to...? e.g. What word would you use show me, e.g. What unit would you use to 
measure the width of the table? 

How do you think the character feels and why? 

Please write another ... connective/sentence that shows me how the caterpillar moved. 

What is another ... method that might have worked? 

Show me how you think this sentence would work with ...adverbials/connectives/ adjectives. 

Show me how you think this will work with other numbers/3-digit numbers? 

Verbal: Please talk me through what you have done so far. 

What would happen if...? e.g. What would happen if you started with 52? 

What new words have you learned today and what do they mean?  
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Appendix 3 LO: to use coordinating and subordinating conjunctions accurately. 
 
Success criteria:      
 

I can recognise coordinating conjunctions as FANBOYS   

I can write a sentence using a coordinating conjunction.   

I can recognise subordinating conjunctions using ‘A WHITE BUS’   

I can complete a sentence using a subordinating conjunction and clause, 
changing the position of the conjunction. 

  

 
 
LO: I can use figurative language to describe ‘Happiness’.  

Success Criteria 
I have thought carefully about ‘happiness’ and discussed it with my peers.  
I have used similes.  
I have used metaphors.  
I have used my senses to describe.  
 

 

 

 

 
 
 

 


