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PRINCIPLES

Careful thought is given to the purpose of assessment, adopting a wide range of methods to reflect the whole Curriculum and learning opportunities. The main purpose of assessment must be to facilitate progress in a pupil's learning. This policy outlines the purpose, nature and management of assessment in Liverpool College Preparatory School.

‘Under the Every Child Matters Framework, Liverpool College strives to ensure that all children attending the school are (i) healthy; (ii) stay safe; (iii) enjoy and achieve; (iv) make a positive contribution; and (v) achieve economic well-being. 

This Policy is focussed on ensuring that children “enjoy and achieve” in accordance with obligations under the Every Children Matters Framework and sets out the procedures which Liverpool College Nursery and Pre Prep and Prep need to be aware of in order for children to enjoy learning and achieve challenging national educational standards .’

We believe that effective assessment provides information to improve teaching and learning. To do this in our school, we undertake two different but complementary types of assessment: assessment for learning and assessment of learning.

Assessment for learning (formative assessment) involves the use of assessment in the classroom to raise pupil achievement. It is based on the idea that pupils will improve most if they understand the aim of their learning, where they are in relation to this aim, and how they can achieve this aim (i.e. to close the gap in their knowledge).

Assessment of learning (summative assessment) involves judging pupils' performance against national standards. Teachers may make these judgements at the end of a unit of work, of a year, or of a key stage. Test results, too, describe pupil performance, in terms of levels.

We give our children regular feedback on their learning so that they understand what it is that they need to do better. Research has shown that their involvement in the review process raises standards, and that it empowers pupils to take action towards improving their performance.
Assessment is an integral part of the teaching and learning process, and as such it serves several purposes:

Formative ie. that assessment should be an important part of the curriculum

Planning ie. used in mapping out the next steps in children's learning

Diagnostic ie. that assessment provides a detailed picture

Summative ie. that assessment provides a "picture in time" of a child's development

Effective assessment should lead to effective target setting. On entering Liverpool College a pupil is assessed. This together with an interview and reports from previous schools enables the school to gain an initial picture of the pupil's strengths and weaknesses.

The potential for assessment in developing a positive self-image in the pupil from positive and constructive feedback and the feeling of success, which encourages further study, is recognised. Any critical comment should always offer advice for improvement.

Teachers in the Preparatory School use a common policy for marking work, which is fully understood by all staff (see Marking Policy).

Results of formal assessments may be reported to pupils, teachers, parents and other interested parties. However, much informal assessment is ongoing and forms a dialogue between teacher and pupil.

Assessment gradually builds up into a profile for each pupil over his or her school career. 

The 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 our children recognise the standards to aim for, and to understand what they need to do next to improve their work.

· to allow teachers to plan work that accurately reflects the needs of each child 

· it directs teacher judgements that are as valid and reliable as possible, consistent both within the School, and with N C standards.
· to provide regular information for parents that enables them to support their child's learning.

· to provide the headmaster and governors with information that allows them to make judgements about the effectiveness of the school.

· it gives teachers confidence in their professional judgement and skill.  

· it aims to be fair to pupils.

SUMMATIVE ASSESSMENT
At the end of each Key Stage (1 and 2) a teacher assessment is recorded for the level achieved in each of the three core subjects of English, Maths and Science. 

Testing in the core subjects (two at KS1 and three at KS2) must be administered in accordance with the instructions from NAA. These tests are marked by the class teacher and parents are informed of the results in line with NAA guidelines

Subject Specific summative assessment includes:

English: Reading and Spelling Ages are recorded in Years 1 and 2. Cumulative reading and spelling records are kept. Writing, in different genres, is assessed each term to track progress in the Pre Prep. Samples of written work (focus handwriting and creative writing) for every pupil in the Prep School are displayed in the entrance foyer of the school. Speaking skills are examined annually by English Speaking Board (Years 2-6). OCR tests are administered twice per annum in Prep to assist teacher assessments and to suggest targets for pupils. This provides evidence of the levels of competence in spelling and reading and indicates a NC level. Once per annum the pupils complete an NFER test which gives a value added score (Y1-5) and an Optional SATs paper (Y3-6).

Mathematics: Half termly maths assessments are completed twice during each term (Y1 - Y6) and OCR* tracking tests are completed twice per annum. The OCR tests provide evidence of the levels of competence shown by a pupil in using and applying numbers and of significant progress made in Algebra, Shape & Space and data handling. The pupils also complete an NFER test (Y1-5), which gives a value-added score and an optional SATs test (Y3-6). 

* Oxford and Cambridge Research

Science: Teacher Assessment is recorded at the end of Key Stage 1. An OCR test is completed annually to track progress in the different attainment targets and to enable staff to gauge a N.C. level. Pupils also complete an assessment following each completed topic. This enables a NC level to be calculated at the end of each year (Y3-6)

On admission pupils will be assessed using NFER tests, standardised reading and spelling tests and SAT Key Stage 1 results.

NFER testing will take place in Years 3 to 5 in Maths, English and Non Verbal Reasoning. Years 1 and 2 will complete Maths and English NFER papers.
FORMATIVE ASSESSMENT

Feedback to pupils

We believe that feedback to pupils is very important, as it tells them how well they have done, and what they need to do next in order to improve their work. We have an agreed code for marking, as this ensures that we all mark in the same way, and the children learn to understand it.

We give children verbal feedback on their work whenever possible. We usually do this when the children are working during the lesson, although we sometimes give feedback on a particular lesson or at the beginning of the next one. When lesson time does not allow for verbal feedback, we write comments on the children's work during marking. We give written comments to children of all ages. We do not always aim these comments at the children; quite often we write something that is useful to both parents and teachers.

When we give written feedback to a child, we relate this to the learning objective for the lesson. We make clear whether the objective has been met, and we produce evidence to support our judgement. If we consider that the objective has not been met, we make it clear why we think so. In either case, we identify what the child needs to do in order to produce (even) better work in the future.

Teachers give pupils feedback, which confirms they are on the right track, and which encourages them to make an improvement. Teachers give pupils suggestions as guidance but they recognise that pupils gain most when they think things through for themselves.

PLANNING  FOR ASSESSMENT

As a school, we are moving towards adopting some of the aspects of Assessment for Learning and incorporating these into our planning and teaching. This process began in September 2006 and is ongoing. 

We plan our lessons with clear learning objectives. We base these upon the teacher's detailed knowledge of each child. We strive to ensure that all tasks set are appropriate to each child's ability. Our lesson plans make clear the expected outcomes for each lesson. 

Teachers always share the lesson's learning objective with the children as the lesson begins.  They also indicate the way in which the activity is linked to the learning objective, and the criteria against which the work will be judged.

Teachers ask well-phrased questions and analyse pupils' responses to find out what they know, understand and can do, and to reveal their misconceptions.

We make a note in our short term planning of those individual children who do not achieve at the expected level for the lesson, and we use this information when planning for the next lesson. We also keep this information as a record of the progress made by the class.

The three main areas of planning involve:

· Long Term Planning (Yearly) 

This allows for the relevant national attainment targets to be addressed.

Year/School planning for Curriculum and Assessment will help ensure breadth and balance. Each teacher should be familiar with the Programmes of Study. To support our teaching, we use the National Literacy Strategy, the National Numeracy Strategy and the national schemes of work produced by the QCA. 

· Medium Term Planning ( Half Termly/Termly) 

Subject Co-ordinators produce termly or half-termly plans identifying Programmes of Study and curriculum coverage. Subject Co-ordinators are responsible for the continuity of planning and these documents are available to all staff on the College Intranet. Parents also have access to the programmes of study on the College Website. 

· Short Term Planning ( Weekly and Daily) 

Teachers use their daily / weekly planning to record details of lessons to be taught, including developing skills and knowledge, in addition to practical problem solving and creativity. Short term planning is the responsibility of the teacher and must include differentiated tasks recognising the differing abilities in the class. Lesson plans should explicitly include a WALT (What are we Learning today) and any subsequent assessment should be based upon the intended outcomes of the lesson. We take the objectives for individual lessons from the broad learning objectives within the school's medium term planning.

In the Early Years Foundation Stage, there are also three main areas of planning:

· Long Term Planning 

Long Term Planning in the Early Years Foundation Stage takes the form of Continuous Provision plans in each of the areas of provision and demonstrates the learning opportunities offered by each area. It will highlight resources required at all times to support these opportunities and identify the key experiences children will develop when playing in that area. 

    Each teacher should be familiar with the Early Years Foundation Stage Curriculum            Guidance. 
· Medium Term Planning

The Medium Term plan identifies learning intentions for groups of children for a block of time, linking enhancements, experiences and activities to a theme or focus. These are often based on observation of child initiated play and discussion, or seasonal events, festivals etc.

· Short Term Planning ( Weekly and Daily) 

Short term planning is the responsibility of the teacher and must include differentiated tasks recognising the differing abilities in the class. It identifies the use of adult time and involvement in developing learning towards identified goals, both through continuous provision, enhancements and focussed activities. 

Subject Co-ordinators chair termly subject meetings to review curriculum coverage, planning issues and to report on issues arising from work scrutiny. As part of the performance management process the Headmaster, observes lessons. In the Pre Prep and Nursery the short-term plans are reviewed regularly by the Head of Pre Prep lessons are observed and work scrutinised.

The teaching staff work as a team to review assessment issues and procedures.

Assessment opportunities are included in all teachers' long and short-term plans. These form the next stage of teaching and learning.

Teaching Strategies and Learning Opportunities 

At Liverpool College Preparatory School we provide for differing abilities and strengths through the use of a variety of activities and materials. We provide learning experiences that accommodate a variety of learning and teaching styles. Within each class, activities are provided that require regular different groupings of children (ie in pairs, individual or whole class).

Differentiation 

Differentiation is a planned process of intervention in the classroom to maximise potential based on individual needs. Teachers actively involve pupils in as wide a range of activities as possible in order to develop flexibility in their own learning approaches. Teachers are aware that there is a range of differences between children, not just in terms of their ability. Appropriate teaching and learning styles aim to build on what individual pupils know and can do.

To support these aims, staff have access to all pupil data (Headmaster's Office) and from the previous teacher in the Assessment file in Pre Prep. The SENCO and Gifted and Talented Co-ordinator also provide staff with appropriate information about individual pupils. Staff are also made aware of pupils on the Learning Support and Gifted and Talented Registers at a termly staff meeting in Pre Prep.

Target-setting

We set targets in Mathematics, English and Science each year for those pupils who are in Year 6. Since the development of the pupil record sheet and introduction of optional SATs we, as a school, are in a position to develop targets for every child in the school. We discuss individual targets and communicate these to parents and pupils where necessary We review the progress of each child at the end of the academic year, and set revised targets. 

In Pre Prep teachers set targets at the beginning of each term with each child and reviewed at the next target setting meeting. These are recorded in the Assessment File. Targets are also set for individual, group and class work throughout the year.

We also set targets for other areas of work in school. We encourage the children to set targets themselves, linked to their individual working habits. The children record these targets on their reports at the end of the autumn and summer terms. 

EVIDENCE

Assessment records :
· are based on an agreed set of principles and purposes 

· assess pupil progress 

· must be easy to interpret, useful, manageable and not administratively burdensome

Evidence is information that supports a judgement, and is used in a number of ways :

· To support the judgements of staff for formative, diagnostic and summative assessments. 

· To evaluate curriculum provision and learning experiences

· To inform other staff eg. transfer and referral documentation

· To inform parents

Keeping evidence 

The school keeps a range of evidence to facilitate assessment, recording and  reporting. 

· Individual Record Cards for all pupils track the pupils through the school. These are kept in files in the Headmaster's Office and are updated regularly on SIMS. These cards record the following information:

NFER data

NC levels in the Core Subjects (optional SATs results)

Reading and Spelling Ages

In the Prep School pupils also write up an Achievement Card annually, recording their merits, school visits, membership of clubs and teams etc. These are kept alongside their Record Cards and are available to staff.

· Individual notes for specific pupils

· A variety of reading and language records

· Pupils' workbooks

· Teachers, notes of observations on pupils, and reflective notes on short term planning

· Test results - internal and College entrance exam results

· Self assessments

RECORDING AND REPORTING

We have a range of strategies that keep parents fully informed of their child's progress in school. We encourage parents to contact the school if they have concerns about any aspect of their child's work.
Full Reports 

A full report on each pupil is given to parents/guardians on two occasions during the academic year: the end of the Autumn and Summer Terms. These reports give a detailed account of work covered in each subject, and a comment highlighting achievements together with advice for improvement/continued progress where appropriate. In Prep grades for effort and attainment are also added. These grades are an estimate, based on the teacher's judgement, of a pupil's standard of work in comparison with other pupils in the same class. When children are placed in sets for maths and English, then the comparison is made with pupils within the set. Attainment grades should be read in conjunction with those awarded for effort.

Attainment Grades
A
Excellent standard of work




B
Very good standard of work




C 
Good standard of work




D
Satisfactory standard of work




E
Below expectation

Effort Grades

5
Excellent effort

4 Very good effort

3 Good effort

2 Satisfactory effort

1 Below expectation

Parents should be informed by the teacher before the reports are issued if a pupil is to be awarded an E or a 1 grade.

In the Nursery and Pre Prep the report gives an account of work covered and includes a commentary on the pupil’s approach and their achievements, as well as making suggestions for future targets / goals. 

Interim Reports 

These are issued half-termly throughout KS2, except when there is a full written report. Interim reports comprise grades for effort and attainment (as above) together with a short comment from the Form Tutor. These reports are generated on the SIMS system: parents receive a copy and the information is stored on the database.

There is a space on all reports for the parental comments.

Reporting also takes place between teachers during curriculum and staff meetings, as well as on an informal basis.

Parents Evenings 

Two parents evenings per Year Group are organised during each academic year. On these occasions parents receive general comments on their child's classwork and homework. Reference will be made to any significant test results and advice also will be offered which is aimed at facilitating improvement or sustaining progress as appropriate.

In Foundation Stage there are three Parents Evenings per year.

Verbal reporting 

Informal contact between teachers and parents takes place on a regular basis before and, preferably, after school

Open afternoons are held regularly in Prep.

Reporting to parents via both formal and informal settings facilitates effective home-school liaison and contributes to the development of a positive partnership with parents by raising awareness of the school's curriculum provision and learning opportunities, as well as giving a full picture of their own child's aptitude and attainment.

Self Assessment
Pupils are encouraged to evaluate their own work and achievements and, where possible, set their own targets / learning goals.

In Pre Prep termly target setting meetings are held with each child and their class teacher to review progress and set their own targets.

At KS2, pupils are given the opportunity to reflect upon their achievements and specify their aims for the next term in the full reports at Christmas and in the summer. 

Pupils are also encouraged to have their achievements both in and out of school recognised during a Friday Assembly, on the website and in the weekly newsletter.

Records
Teachers keep records of marked work, test percentages, and levels achieved. 

Test results and progress indicators are recorded on the Pupils Record Card (see above)

· A copy of each full subject report is maintained for each pupil on SIMS

· Pupils' completed and marked work is retained in school until the end of the academic year. Samples of work are kept for longer at the discretion of the Subject Co-ordinator.

The House Point and Merit System

At KS2 the House Point and Merit System is fully used for class work and homework that is deserving of praise. Children collect Merit Cards and House Staff keep a record of the merits awarded. These are noted in the full written reports in December and July. Children are also awarded a merit star badge for every 5 merit cards they earn. (see appendix). They also gain a Mystickers badge which gives pupil access to a rewards system on a selected commercial website.

In the Pre Prep stars are awarded for academic, sporting or social progress. Stars are then recorded as part of the House System. Special Certificates and badges are awarded for significant achievements and the names are recorded. In the Nursery, certificates are awarded to celebrate progress. 

Inclusion and Assessment for Learning

Our school aims to be an inclusive school. We actively seek to remove the barriers to learning and participation that can hinder or exclude individual pupils, or groups of pupils.

We achieve educational inclusion by continually reviewing what we do, by monitoring data, and through asking ourselves questions about the performance of these individuals and groups of pupils. In this way, we make judgements about how successful we are being at promoting racial and gender equality, and including pupils with disabilities or special educational needs.

Parental Access to Policies

This policy is available for parents to read.  They are welcome to view the policy in school or we will send it to parents, on request.

Review 

The effectiveness and usefulness of the Assessment, Reporting and Recording Policy will be evaluated by the school's SMT in consultation with all members of the teaching staff, as part of an agreed cycle of policy review and development.

This policy will be reviewed again in 2011 or earlier if required.

This policy is a whole school policy and applies to EYFS, Pre Prep and the Prep School.  It also applies to the After School Club and Young Explorers Holiday Club.
SB 

September 2009

Appendix 1

Calendar of Assessment and Reporting

Nursery

Autumn Term

Half Term


Parents Evening with Form Teachers

End of Term


Full Reports issued

Lent Term

Half Term


Parents Evenings with Form Teachers

Summer Term

Half Term


Parents Evenings with Form Teachers

End of Term
Full Reports issued

Reception

Autumn Term

September


Parents' Evening for new parents
Half Term


Parents Evening with Form Teachers





End of Term


Full Reports issued

Lent Term

Half Term


Parents Evenings with Form Teachers

Summer Term

Half Term


Parents Evenings with Form Teachers

End of Term
Full Reports issued

Year 1 and Year 2


Autumn Term

September


Parents' Evening for new parents
Reading and Spelling Ages Year 2.  




Half Term


Parents Evening with Form Teachers





End of Term


Full Reports issued

Lent Term

End of Term                          NFER Tests in English and Maths- Year 2

                                   
 (generating a value added score for Scholarships)

Summer Term
Half Term                             NFER Tests in English and Maths- Year 1

                                             Spelling and Reading ages- Years 1 and 2
                                             Parents Evenings with Form Teachers
End of Term                          Full Reports issued
Year 3 and Year 4


Autumn Term

September


Parents' Evening for new parents
Reading and Spelling Ages





Further testing by SENCO if considered necessary




(COPS/Dyslexia Screener)

Half Term


OCR Tracking in Maths and English 





Parents Evening with Form Tutors





Interim Reports issued

End of Term


Full Reports issued

Lent Term

Half Term


Interim Reports issued

After Half Term
NFER Tests in English, Maths and Non Verbal Reasoning (generating a value added score)


Results sent to parents

End of Term


Interim Reports issued

Summer Term
Before Half Term

Parents Evenings with Form Tutors

OCR Tracking in Maths, English and Science

Optional SATs testing

Spelling and Reading ages

Half Term
Interim Reports

End of Term
Full Reports issued

Year 5

Autumn Term

September


Parents' Evening for new parents
Reading and Spelling Ages





Further testing by SENCO if considered necessary




(COPS/Dyslexia Screener)

Half Term


OCR Tracking in Maths and English 





Parents Evening with Form Tutors





Interim Reports issued

End of Term


Full Reports issued

Lent Term

Before Half Term

Parents Evenings with Subject Teachers

Half Term


Interim Reports issued

After Half Term 
NFER Tests in English, Maths and Non Verbal Reasoning (generating a value added score)


Results sent to parents

End of Term


Interim Reports issued

Summer Term

Before Half Term
OCR Tracking in Maths, English and Science

Optional SAT's testing

Half Term
Interim Reports

End of Term
Full Reports issued

Year  6
Autumn Term

September


Parents' Evening for new parents
Reading and Spelling Ages





Further testing by SENCO if considered necessary




(COPS/Dyslexia Screener)

Half Term


OCR Tracking in Maths and English 





Parents Evening with Form Tutors





Interim Reports issued

End of Term


Full Reports issued

Lent Term

January



Entrance Test for Liverpool College Senior School

Parents Evenings with Subject Teachers

Half Term


Interim Reports issued

After Half Term

OCR Tracking in Maths, English and Science
End of Term


Interim Reports issued

Summer Term
Before Half Term
End of KS2 Examinations (Since 2008 these have been internally marked)

Half Term
Interim Reports

End of Term
Full Reports issued
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MARKING POLICY

Aim of document:

To promote consistency in the way in which pupils’ written work is marked and graded and thus enhance effective feedback to pupils, their parents and teachers about progress and attainment made.

Intended audience:

All teaching staff, senior management teams, governors, inspectors, parents and pupils.

Why do we mark?
· To check, in a diagnostic way, whether concepts and factual information have been learned and understood and thus inform planning for future lessons.

· To show that the work a child has done is valued and appreciated.

· To encourage, praise and advise pupils.

· To assess pupils and inform them, their parents and staff colleagues about their progress and level of attainment. 

· To provide evidence for the school’s assessment, recording and reporting system.

Principles of marking:

· All marking should be fair and consistently applied by all staff.

· Marking should be legible.

· Marking should be positive, constructive and sympathetic without ignoring areas of difficulty.

· Marking should highlight success. In Pre Prep the staff will acknowledge 3 good points (stars) and suggest 1 improvement (wish). This target will be related to the learning.

· Marking needs to be selective and appropriate for the age and ability of the pupil and to the focus of the lesson.  The number of mistakes should be assessed and a judgment made, for example, as to the number of spelling mistakes to be highlighted: the child should not be inhibited in the use of words by “fearing” constant, repressive correction.

· In Pre Prep a maximum of 3 common words may be underlined to show a spelling is incorrect. These words are written correctly underneath for the child to Look/ copy/ spell/ check and to be written in the spelling list at the back of their book. This will be used in Literacy work although the children may be reminded of these words in other subject areas.

· Marking should be undertaken as soon after the work has been completed as possible or incorporated into the lesson where possible. Marking of work by pupils themselves is acceptable when there are clear benefits from the instant feedback thus provided.

· All work should be acknowledged by the teacher.

· Marking must offer positive benefits to, and be understood by, all parties involved.

· Peer marking may also be a useful tool. Peer and self assessment should be incorporated into lessons wherever possible. They should not replace teacher marking but are important additional forms of assessment which engage children in becoming self critical and independent.

·  Suggestions on how to improve the piece should be given either written or orally wherever possible and children should be given time to respond to feedback and to improve their work. These improvements should also be acknowledged.

· Success criteria should be used wherever possible so that pupils know what a good piece of work looks like, linked to the learning objective. Therefore spelling errors may not necessarily be corrected in a creative writing exercise rather the content will be commented on.

Marking methods:

The following apply generally across all subjects.  

Use of colour:

In the Preparatory and Pre-preparatory school, marking should be undertaken in a contrasting colour to that in which the original work was presented.  This is particularly important when pupils are marking their own work.  If red is used, this should be by staff only and not pupils.

Pupil corrections:

When pupils in the Preparatory School are required to undertake corrections after marking they must not erase or alter their original piece of work unless directed to do so by the teacher (e.g. on a piece of display work).  Unless there is appropriate space available alongside the original (and the teacher has specifically instructed the pupils to make use of such space), corrections should appear at the end of the piece of work and be clearly labelled as such.

In the Pre-prep pupils are allowed to alter their work when so directed or undertake corrections by filling in correction boxes alongside each error.

Symbols used when marking:

The following symbols are commonly used when marking work in the Preparatory School but only selectively in the Pre-prep as and when they are thought to be appropriate.  

(
indicates a correct answer or, when placed over a particular phrase in an essay or extended piece of creative writing, highlights the points for which marks are being awarded or examples of particularly good written expression or phraseology.  In the latter case an accompanying comment (e.g. “Good use of words”) in the margin is to be encouraged.

.
indicates an incorrect answer that is then turned into a  ( when corrected (Pre-prep).

(
indicates an incorrect answer or, when placed over a particular phrase in an essay, highlights factually incorrect or invalid points.

(
indicates a word or phrase is missing or additional points need to be made in order to secure full marks for that task.  In the case of a missing word or phrase, the teacher should insert possible suggestions, space allowing, so that the pupil can see where he/she is going wrong.  In Pre Prep the teacher will ask the child for or may give oral suggestions.

//
indicates that a new paragraph is required.

?
indicates that something does not make sense or that the point being made, while touching on the correct subject matter, does not fulfil the requirements of the task.

Sp
placed next to a circled word indicates a misspelt word (unless the marker decides to write in the correct spelling at that point). 
In Pre Prep a maximum of 3 common words may be underlined to show a spelling is incorrect. These words are written correctly underneath for the child to Look/ copy/ spell/ check and to be written in the spelling list at the back of their book. This will be used in Literacy work although the children may be reminded of these words in other subject areas.

Circling and underlining of errors within mathematical calculations, sections of text, and on diagrams, charts and graphs help to pinpoint the places where correction is needed.  

Punctuation should be corrected by inserting the appropriate punctuation marks in the correct places. 

Oral marking:

When time and the nature of the lesson allows, pupils’ work can be marked in their presence as work is in progress or on its completion accompanied by oral comments.  Such oral marking will feature more in the early years of schooling than later on when timetable and quantity factors make this less feasible.  Oral marking allows more immediate feedback and enables pupils to respond readily to the teacher’s comments.  When oral marking has taken place, written comments will not be in evidence, however the teacher should ensure that the work is acknowledged as having been seen through the use of ticks or rewards such as smiley faces, stars, etc.

Use of written comments:

When oral marking has not taken place, the use of written comments is encouraged to amplify symbolic marking information and give pupils additional instruction, guidance, encouragement and praise.  Well-written comments are positive and help pupils move forward with their learning.  Teachers should be looking to comment on “two stars and a wish” when marking work.

Written comments should not deface the pupil’s work.  Brief comments may be inserted in the margin or elsewhere within the body of the work being marked, if there is adequate space, otherwise comments should appear at the end of the piece of work. 

In the Pre Prep written comments often take the form of an assessment of the child’s ability and progress and provide an indicator for the next piece of work.

Use of rewards:

For younger pupils regular use of attractive stars, stickers, face stamps, etc. for good work and/or effort can be highly motivational and is to be encouraged.  If comments such as “good” are used, the child needs to be told why it is good.

Opportunities to award house points, stickers and merits exist across all Preparatory School year groups to reward both effort and attainment and should be used extensively.  When these are awarded they should be clearly marked on the work concerned and, in the case of merits, a merit sticker applied to the page.

Awarding grades and marks:

In the Pre-prep children write an independent piece of writing each term for assessment purposes in their levelled writing book.

Maths Assessments are completed each half term

Both of these check progress.

In the Preparatory School grades or marks should be awarded to help inform the school’s assessment and reporting system, particularly interim and end report grades.   

Grades or marks are displayed on pupils’ work at the teacher’s discretion.  When they are not displayed, the written comment should clearly link to the grade recorded in the teacher’s mark book.

Grades on interim and end of term reports are awarded as follows:


A = Excellent standard of work


B = Very Good standard of work


C = Good standard of work


D = Satisfactory standard of work


E = Work of a standard below normal expectation

Where marks (e.g. 6/10, 67%) are awarded, the teacher needs to decide upon the corresponding grade bands and inform pupils accordingly. 

Grades and written comments are based on the teacher’s own professional judgement of how well a pupil’s work meets the stated objective(s) – WALT -  for the task being marked. 

Record keeping and accountability:

In the Foundation Stage each child’s individual portfolio of marked and annotated work provides the basis for record keeping.

In the Pre Prep reading record, Levelled Writing, Maths assessments, Reading and Spelling ages NFER Tests in English and Maths and the SAT’s  are used for assessment purposes

In the Preparatory School each teacher is expected to keep a record of marked work in his/her personal mark book or planning file suitably dated and cross-referenced to his/her planning. Grades, marks and comments used to help inform interim and end report awards should be clearly identified. Teachers are expected to share this evidence with pupils, parents, colleagues, the Head, governors and inspectors in order to justify awards made.  

Review:

This policy is reviewed annually for appropriateness and compatibility with the prevailing aims, objectives and ethos of the school.  

SB

July 2009

Appendix 3

Housepoints, Merits etc.

Liverpool College Preparatory School

Housepoints and  Merits

Children are regularly rewarded for minor as well as major achievements through our system of House Points, Merits and Merit Badges. 

House Points: Adding Up Points

All House Points are recorded on the weekly House Point sheets stored in the file that is kept for this purpose in the Common Room. House Points sheets should not be removed from the master file and the file should remain in the Common Room from Friday until Thursday afternoon.

All points should be entered on the appropriate sheets by the end of school by 4pm Thursday. The file is then taken away on Thursday evening to make the overall totals, ready for an announcement in assembly on Friday mornings. Children gaining more than 10 Housepoints will be recognised in assembly. The House Cup will be awarded to the winning House each week. Winning the House Cup contributes to the overall total in the House Competition. The names of the highest point earners in a week are also displayed outside the Headmaster’s office and is also included in the weekly newsletter. 

It is helpful if Form Tutors add together the points awarded to each child in their Form and place a score in the final column of boxes. Form Tutors should make a total for each House Group in their form and place the total at the extreme right hand side of the form list. 
A summary list of points will be given to Housemasters and Housmistresses and placed on the Head's notice board. Form Tutors receive their completed House Points sheets after the totals have been made up at the end of each week. Running totals of a pupil's Housepoints should be displayed in the classroom and the child gaining the most Housepoints during the week will become the Form Champion.

Merit Awards

Children who do something particularly commendable may be awarded a House Merit by staff. A Merit is worth 5 House Points and should be regarded as a great achievement. Teachers who award a merit inform the child and give the completed Merit Card to the child. The teacher will then record this award in the appropriate sheets in the back of the Housepoint File. This enables a record to be kept of the number of Merits awarded for reporting purposes and allows the achievement to be recognised.

When a child has won a required amount of Merits, they should visit the Headmaster with their cards. He will present them with a Star Badge. One, two and three star badges are awarded for 5, 10 and 15 Merit Cards. Badges are awarded for one year only and need to be re-awarded each year.

Merit Stickers 
The merit system was linked to the Mystickers Merit sticker system. As well as a merit card, the child receives a merit sticker. This is placed in his book (for academic work) or on the merit card itself (for behaviour). The stickers individual number gives the pupil access to games and a prize draw on the ‘Mystickers’ website 

Pre Prep

In the Pre Preparatory Dept good work and behaviour is brought to the attention of the Head of Pre Prep/other teachers/parents.

In Pre Prep Housepoints are given for good work, behaviour or manners. These are placed on the House charts in class and totalled up each week. A reward is given to the winning house each half term.

A Child of the Week certificate and badge is given to 1 child in each class for good behaviour/ work in class each week.

A Smiley Face badge is given to 1 child in each class for good manners/behaviour outside class each week.

In the Nursery, Achievement Stickers and Certificates are awarded.
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