
 

 

 

 

 

Polam Hall School 

Assessment for Progress Policy 

Concordia Crescimus: We Grow in Harmony 

Our Vision 

To create flourishing young people with ambition and integrity who are equipped intellectually, 
morally and socially to live fulfilling lives and make positive contributions to their communities. 

Our Mission 

It is our mission to build on the unique heritage of Polam Hall School in order to educate the 
whole child, developing leadership, compassion, character, academic ambition and 
achievement. We have high expectations and aspirations for every member of our school 
community, and an explicit focus on developing strong relationships which enable each 
individual to succeed and grow. 

Our Values 

We nurture the unique talents and ambitions of each of our pupils, developing confidence and 
aspiration in our children and young people. 

We foster a spirit of inquiry, curiosity and creativity, creating a true learning community that 
achieves excellence in the classroom, the arts, on the sports field and beyond. 

We educate both intellect and character, promoting spiritual, moral and academic 
development. 

We collaborate to create an inclusive, caring and compassionate community, rooted in the 
values of equality, respect and tolerance which were prized by our Quaker founders. 

The principles of Confidence, Creativity, Curiosity and Community underpin all we do. 
They form the core values of our Learner Profile. 
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Aims 

1. To set high expectations and challenge for all.  
2. To use accurate baseline assessment at the start of each key stage so that the starting 

points of all pupils are well defined. 
3. To provide detailed regular feedback to pupils to enable them to understand how to 

progress. 
4. To use the outcomes of assessment to inform teachers’ planning in order that the taught 

curriculum is always responsive to pupil’s current needs.  
5. To provide valid and relevant information on progress to pupils, teachers, parents and 

others. 
6. To identify targets for improvement and inform intervention needs.  
7. To promote a culture of shared responsibility between teaching staff, SLT, governors, 

parents and pupils for the development and progress of each child 
 
Assessment for Learning (AfL): Principles 
 
The Assessment Reform group (2002) defined Assessment for Learning as “the process of 
seeking and interpreting evidence for use by learners and their teachers to decide where the 
learners are in their learning, where they need to go and how best to get there”. 
 
Dylan Wiliams suggests the five key aspects are:  

• clarifying and understanding learning intentions and criteria for success (Shared 
learning objectives, differentiated objectives, ‘pupil friendly’ level and grade 
descriptors etc) 

• engineering effective classroom discussions, questions and tasks that elicit evidence 
of learning (higher order questioning, questioning strategies, progress checks, mini-
plenary etc) 

• providing feedback that moves learners forward (verbal/written, two stars and a wish, 
WWW/EBI, improvement targets etc) 

• activating students as instructional resources for each other (Peer teaching, 
group/pair work, jigsaw activities, three before me etc) 

• activating students as owners of their own learning (Self/peer assessment, setting 
own targets, pupil-led activities, self-discovery etc). 

 
 
In our teaching we use three types of assessment: 
 
Formative Assessment 
 
Formative assessment is an integral part of teaching and learning.  It contributes to learning 
through providing feedback. It should indicate what is good about a piece of work and why 
this is good; it should also indicate what is not so good and how the work could be improved.  
Effective formative feedback will affect what the student and the teacher does next. 



 

 

 
Summative Assessment 
 
Summative assessment demonstrates the extent of a learner's success in meeting the 
assessment criteria used to gauge the intended learning outcomes of a module or program 
of study, and which contributes to the final mark awarded. Summative assessment is used to 
quantify achievement, to reward achievement, to provide data for selection (to the next stage 
in education or to employment).  For all these reasons the validity and reliability of  
 
 
summative assessment are of the greatest importance.  Summative assessment can provide 
information that is also used for formative/diagnostic purposes. 
 
As a school we recognise the importance of knowledge retention and as such, all summative 
assessments must include coverage of prior learning and not just the topic taught. 
 
Validation Assessment 

During Key stages 2-3 we also use what we have termed validation assessments. These are 

standardised tests in reading, maths and science which are conducted annually using online 

assessments. The school currently uses GL Assessments to support this. Teachers are then 

able to use these tests to validate their own judgements and to explore any anomalies. 

We also use GL assessments for their Computer Adaptive Tests (CAT) which we use to 

support our target setting process. All students will sit the GL CAT test in Y7 and students 

who join the school without Key Stage 2 test data will also undertake this. This allows us to 

set accurate targets for these students. 

  

Assessment within Lessons 

Assessment for Learning must form an integral part of all lessons and should allow teachers 

to check that all pupils are making progress and to adapt their lessons to ensure that all 

succeed. Assessment for Learning strategies should also be used to ensure that students 

are able to recall and apply prior knowledge. As such, regular low stakes testing and spaced 

recall tasks should form an important part of AFL strategies. 

 

Lesson planning should always consider what progress individual pupils might be expected 

to make during the lesson in relation to their prior attainment. Learning objectives and 

success criteria must always be shared with students so that they understand what they 

need to do in order to be successful. 

 

Appropriate strategies to assess progress during a lesson might include: effective 

questioning, use of plenary and mini-plenary, use of indicators such as traffic lights, post-it 

notes, whiteboards to show what progress has been made, peer and self-assessment. 

Further advice on AfL activities can be found in the Teaching and Learning Repository. 

 

Feedback on Pupils’ Work 

Each school has devised a consistent framework for feedback on pupils’ work, including 

marking for literacy and numeracy, which must be used by all teachers. These frameworks 

can be found in the Senior School Teaching and Learning Handbook and in class files for 

Junior staff.  



 

 

All teachers have a responsibility to develop students’ literacy and numeracy 

skills.  When marking, all staff in all subjects should mark for literacy by correcting key words 

in the subject and also common errors in grammar and punctuation. Staff should use the 

Literacy symbols in marking across the school. Equally, common errors in numerical work 

should be corrected by all staff.   

 

 

 

Tracking and Intervention Procedure 

EYFS 
 
On entry, and then termly,  assessments are made against the age related development 

statements set out in the Development Matters support guidance for the Early Years 

Foundation Stage. At the end of the Early Years Foundation Stage the EYFS Profile is 

completed, which assesses the children against learning goals in the 7 areas of Learning 

and Development. Parents are informed of the results in line with the Early Years 

Foundation Stage statutory guidance.  

Frequency of Assessment 
 
The school ensures that a Key Assessment task takes place in each term for every co-hort. 

To ensure this does not negatively affect staff wellbeing, the collection points are staggered 

in line with the Assessment and Reporting calendar (Appendix 1). One of these 

assessments will be the Year Exam. This Exam will be held in a more formal setting for older 

students and will include a greater breadth of coverage than the Key Assessment tasks. 

However, for younger students these tasks will be presented as just another piece of 

formative assessed work. They should not be presented as tests or important tasks. 

 After each of these assessments, staff will follow a standardisation process to ensure the 
accuracy of the marking between teachers. 
 
At each data collection point, these key tasks are used to inform the reported attainment grade 
in each subject. Teachers then also assess attitude to learning and homework. 
 
Target Setting 
 
The school uses Fischer Family Trust (FFT) analysis to set expectations for pupil achievement 
and FFT5 is used to set student targets (known as STAR targets). In addition to this, teachers 
look closely at students STAR targets and compare this to the child’s Minimum Expected 
Grade (MEG) which is based on FFT 50. The FFT STAR targets may be modified after 
baseline testing but are only allowed to be dropped by a maximum of one grade, and no lower 
than their MEG. Year 7 students are set estimated targets at the start of the school year based 
on their average KS2 score in Reading and Maths or in the absence of this based on CAT test 
scores. This is to ensure that staff are able to stretch and challenge students from day one. 
These are reviewed fully at the start of Year 8. 
In Senior school we share targets with students and parents before the end of September. 

However, In keeping with DFE guidance, we do not share targets with students or parents in 

the Junior school.  

Targets are reviewed annually to ensure they remain challenging. This takes place in 
September. 



 

 

 
We appreciate that targets can invoke strong feelings in students and parents, we take the 
approach that these targets are something to aspire to, if students feel they can beat their 
target grades then we actively encourage this mind-set. 
 
We use the MEG target for Teacher Appraisal purposes, whereas the STAR target is used 
with students and Parents. We do not share the MEG target with students or parents as this 
undermines our ability to inspire confidence. For this reason we do not set Grade 9 targets but 
use 8 instead. For 2021-22 we will analyse progress data only against STAR targets to reduce 
workload. 
 
At Key Stage 1 FFT expectations are based on EYFS attainment with pupils grouped into 

three levels: W (working towards national standard), N (national standard) and A (above 

national standard).  At Polam Hall School teacher assessment is used to modify FFT targets 

and five levels are reported to parents: beginning, working towards, expected, confident and 

greater depth. For consistency, we aim for students who are targeted ‘confident’ to achieve 

above national standard at the end of the Key Stage. 

At Key Stage 2 FFT expectations are based on Key Stage 1 attainment with pupils grouped 

into the same levels. In Y6 we also use students target scaled score to track and monitor 

progress internally. 

In Year 7-8 FFT expectations are based on Key Stage 2 attainment or CAT test scores.  

Pupils are placed into the five levels: beginning+ or -, working towards, expected + or -, 

confident + or -and greater depth. These are calculated from their targeted end of Key Stage 

4 grade from FFT and then aligned to these broader categories.  

In Year 9 and above we use FFT to set target grades. These are primarily based on Key 

Stage 2 attainment where available. These targets are reported as GCSE (1-9) grades. If no 

target grade is available we use GL CAT test scores. 

Targets may be increased informally at any time during the course; for example, should a 

pupil work consistently above target the target will be raised. However, these will only be 

formally increased at the annual target review meeting in September. 

Assessing Progress to Target: Year 1 - 8 

The assessment system in Y1-8 is a progress and mastery model.  The key characteristics 

are: 

 Subject specialist teachers analyse the National Curriculum or Awarding Body 
specifications and define the key learning objectives in the subject for each year 
group. 

 Subject specialists diagnose the knowledge and skills that pupils at each level need 
to master in order to succeed. 

 Based on this, subject specialists identify stimulating and challenging activities to 
facilitate rapid progress. 

 Differentiated schemes of work are created to scaffold progress, by giving pupils 
formative assessment about how to progress to the next level. 

 An analysis of levels achieved by individual pupils and groups is used to plan for 
progression and focus assessment and feedback on the key knowledge and skills. 

 

Assessment is therefore linked to the curriculum design as set out in schemes of work.  A 

variety of skills and knowledge are across a year and the summative assessment cycle is 

designed to ensure students retain this over time and to allow teacher to assess the extent 



 

 

to which the content has been assimilated, and an identification of gaps in 

learning.  Different forms of assessment may be used to generate a grade depending on the 

requirements of the subject and key stage; for example: 

In Junior school summative assessments are likely to be teacher assessed tasks which 
assess students against the threshold concepts of a subject, but may also include practice 
SATs papers as well as assessments such as White Rose and Power Maths and Rising 
Star. 
 
In Y7 and Y8 summative assessments are likely to be teacher written, combining their 
knowledge of the GCSE requirements and the subjects threshold concepts to assess 
students knowledge and ability against these. 
 

Annual school examinations should contain material which has been covered over the past 

twelve months and previous years to promote the importance of memory, recall and 

knowledge and to develop the skills needed for success at GCSE and beyond.  

 

Assessing Progress to Target: Year 9 onwards 

We very much see Year 9 as a transition year. As the year progresses, students will 

progress from KS3 style assessments to questions and assessment models which more 

closely replicates the expectations at GCSE. From the start of Y10, all assessment will be 

conducted using GCSE style questions and past papers and will include questions from 

across the 2 or 3 year program as appropriate. 

 

Ensuring Accuracy of data 

Heads of Department/Subject leaders must ensure that assessment criteria are applied 

consistently by all teachers in their team.  This involves: 

 Standardisation meetings to discuss and agree assessment criteria.  

 Standardisation with teachers in other schools, locally or within the Woodard 
Academy Trust. 

 Compiling exemplar materials to exemplify academic standards across each subject 
for both internal assessments and tests. 

 Comparing pupils over time for consistency.  For example, Y11 GCSE should 
correlate with Year 10 teacher assessments.  

 Quality control by the Head of Faculty/Subject leaders to check the data and verify 
validity.  

 Maintaining a record of standardisation which is monitored by the VP Curriculum and 
Standards 

 

Reporting Attainment 

What we report to parents 

We believe that reporting should be timely and cause staff minimal workload. As such, we 

operate a model of reporting known as ‘reporting by exception’. This is a belief that feedback 

should be given to parents when it is needed and not dictated by a reporting and assessment 

calendar. We want to free our teachers from the burden of lengthy written reports, which have 

little impact on progress, and allow them the flexibility for more timely intervention. This is also 

in response to our increasing use of portals such as Marvelous Me, Arbor and Tapestry to 

send instant feedback. Email is also frequently used to communicate with parents at the point 



 

 

at which it is needed. As such, teachers will be encouraged to email parents at 

the point at which communication is needed, rather than to wait for a reporting window. 

Each report card contains the following: 

1) A predicted grade for each subject for the end of the academic year in Y1-8 and for 

the end of Y11 in Y9-11. 

2) An attitude to learning grade 

3) A homework effort grade (KS2 and above) 

4) A target grade for end of year (Y7 and 8) and End of KS4 (Y9-11) 

5) Previous grades from the current academic year for comparison 

6) Reporting by exception comments from teachers 

 

At Key Stages 1-2 attainment at each reporting window is reported for each pupil in Reading, 

Writing, Maths and Science.  The grade is reported as a ‘Predicted End of Year Attainment’. 

This means, based on everything they know of the child and all the assessed work completed 

so far, what descriptor best describes where the child is likely to be at the end of the academic 

year. This will be informed by the most recent key assessment task, but also the teacher’s 

knowledge of the child. The grades reported are outlines in Appendix 3 

In Year 7-8 the grades reported are calculated in the same way as for KS1 -2. However, the 

grade descriptors are amended to include a + or – for some descriptors. This is to allow 

parents and staff to see how the pathway, if sustained could be converted to an end of KS4 

outcome. The grades reported are outlines in Appendix 3 

 

Furthermore, in both of these scales we use a ‘below’ descriptor or ‘Pre Key Stage’ for 

students who are not yet meeting the age related expectations for their current academic 

year or if they are working at a Key stage below their current one. These show on reports to 

parents as -1,2,3 Expected or -1,2,3 Working towards. The number denotes the number of 

years below their current academic year that they are working at. If these grades are used, 

then it is expected that staff members contact the family, prior to issuing the report or add a 

detailed comment to the report explaining the support on offer. The school uses a separate 

piece of software to track the progress of these students. At present this is: Pivats  

At Year 9-11 attainment at each reporting period is reported using predicted end of KS4  

grades for each pupil in each subject. This is to allow the easy identification of students who 

are underachieving in these cohorts and to ensure intervention is put in place if needed. It 

also allows parents to easily see underperformance against targets without the need to 

make a judgement as to the progress their child is likely to make. In order to ensure the 

accuracy of this data, an exam grade will also be shared with parents after the annual exam 

window for each cohort. Furthermore, standardisation weeks have been scheduled to 

provide staff with time to carry out a robust standardisation of work after assessments. 

When we report to parents 

The annual assessment cycle will be made up of three assessment cycles and we report to 

parents after each of these. To spread staff workload and to ensure that meaningful analysis 

and review of the data collected, the data collection and reporting periods vary between year 

groups. The assessment and reporting calendar (Appendix 1) identifies these cycles across 

both the Junior and Senior school. Parents will always receive a report card before a 

Parents’ Evening in Senior school and between the Parent’s Evenings in Junior school 



 

 

Written reports 

For pupils in Reception, their Learning Journeys will be available for discussion and for 

parents’ contributions throughout the year and a written report will be sent home at the end 

of the summer term. Parents will also have access to Tapestry, an online system which 

gives live updates of observations and assessments. 

Junior School pupils in Years 1-6 will have three reports per year. Two of these (December, 

March) will cover Reading, Writing, Maths and Science only. The report in July will be a full 

report which includes foundation subjects and pastoral matters. The March and December 

report will be a data only report in line with our reporting by exception principles. 

Senior School pupils will have three reports per year. These will all be data driven reports, 

detailing assessment data, targets, behaviour and homework. These reports are scheduled 

at varying points throughout the year. These are also designed to fall at the most important 

time of the year for each cohort. Such as after Y11 Trial examinations and before Y9 options 

choices. All these reports follow our reporting by exception principles with the exception of 

Y11 who receive a full written report as their ‘school leaving’ report. 

Responding to Assessment Data 

After each assessment and reporting period pupils and teachers should set Specific, 

Measurable, Achievable, Realistic and Time-bound (SMART) targets for improvement.  This 

is vital to ensure that assessment can be used formatively as well as summatively. These 

targets should be based on NC/GCSE/ criteria, in order to help students know how to 

improve. Normally this should be conducted when giving feedback on the assessed task. 

 

Improvement Targets should be reviewed by pupils regularly as part of their dedicated 

improvement and reflection time, and always before the next assessment. Peer/self 

assessment should be used to review the targets.  

 

Once submitted centrally, data will be imported as soon as possible into 4 Matrix for Y9-11. 

This will be available for all staff and Faculty leaders. In addition to this a Student by student 

analysis to target is conducted 

  

For Y1-8, a summary spreadsheet will be completed.  

 

Faculty Leaders / Subject Leads (in Juniors) will then follow the Continuous Data Review 

(CDR) process outlined in Appendix 5 

 

Action when Progress is Below Expected Levels 

Subject Teacher or Class Teacher 

 Analyses the class profile after each reporting period and ensure names are reported 
and added to the faculties / phase ‘cause for concern log’ via the CDR process which 
makes up part of the areas continuous data review process.  

 Reports to the Head of Faculty/subject the actions they are taking within the 
classroom and their planning to help these students to improve their attainment and 
progress 

 Support Departmental / Faculty initiatives to improve progress 
 

 



 

 

Heads of Faculty/Assistant Head of Faculty 

 Monitor the progress of pupils in all classes and manage subject teachers to resolve 
class-specific issues.   

 Maintain a central record of the results and grades of all Key Assessment Tasks 

 Evaluate whether current schemes of work and teaching methods are effective in 
delivering the curriculum. Triangulating with sources of evidence from MER 

 Complete and submit a review of each data drop – Continuous Review (Appendix 4) 

 Attend and prepare data review meetings, SSLT meetings to discuss data with the 
VP for Progress and standards 

 Meet with or seek feedback from class teachers after each Reporting Period to 
discuss the data, coordinate subject action/intervention and decisions on setting. 

 Support class teachers in improving attainment and progress and to provide 
constructive challenge.   

 In collaboration with Heads of Key Stage/Head of Infants / Juniors, develop and 
implement strategies for pupils who are making insufficient progress, for example 
through the setting of additional work, tutorials outside lesson time, in-class support, 
online resources, parental contact etc. 

 Implement subject-specific, targeted interventions to improve pupil performance. 

 Bid for funding from the PP fund (Appendix 6 – PP Bid Form) 

 Track the impact of these interventions including attendance and impact on 
performance via the central record of interventions 

 Support and manage the tutoring program for the subject area and to ensure impact 
reports are produced termly for this 

 Communicate with families where attendance / completion of these intervention tasks 
is not taking place  

 Over the course of 2021-22 develop the recording and monitoring of formative 
assessment tasks and their ability to inform planning and teaching. 

 

Heads of Key Stage/ Head of Infants and Juniors 

 Monitor the progress of their cohorts. 

 Specifically target support for the lowest performing 15 students, based on variance 
to target grades 

 Make contact with parents to discuss the reasons for insufficient progress 

 Challenge pupils and set clear targets for short-term improvement 

 Place pupils on report to monitor progress closely on a lesson by lesson basis  

 Coordinate learning support with the SENCO 

 Promote key values and co-ordinate information sharing with students (and 
occasionally parents) in relation to assessment. 

 Coordinate academic mentoring for students who need it and monitor its impact  

 Liaise with VP Curriculum when it may be better for a student to be withdrawn from 
some examinations to concentrate on success in a narrower range of subjects. 

 Will lead initiatives to target key groups across the cohort 

 For Y10 and 11 lead the delivery of aspects of the Raising Achievement Plan 
 
Vice Principal: Pupil Progress, Curriculum and Standards 
 

 Leads the assessment cycle 

 Coordinates the assessment calendar 

 Coordinates the reporting to parents process 

 Evaluates the effectiveness of the assessment cycle 

 Provide clear and useable data for Heads of Faculty/subject leaders and SLT  



 

 

 Provide CPD and support for staff in improving the use of data across 
the school 

 Will lead the programme of intervention after each Assessment Point and evaluate its 
impact at the end of each period of intervention. 

 Holds Middle Leaders to account for the progress and success of their teams 

 Will report to the Academy Council 

 Lead on tutoring and Interventions 

 Monitor the whole school impact of interventions 

 Review this policy annually  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

APPENDIX 1 

Assessment and Reporting Calendar 2021-22 (See separate spreadsheet) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

APPENDIX 2 

Attainment, Homework and Behaviour descriptors 

Attainment Y1-8 Grade Descriptors 
Attainment will be reported using the grade descriptors below. These grades should be best fit 
predictions of the end of year standard likely to be reached based on all the evidence you have 
collected so far. It should also be influenced by the most recent key assessment task. It will be clearly 
communicated to parents in the reporting process that children should now remain static as the year 
progresses and into the new academic year. This change for 2020-21 ensures greater consistency 
across the school. Please note that these should continue to be threshold grades. In other words 
a child must have completed all strands of that category for them to be given that grade overall. If they 
have not met them all then they are still the descriptor below.  

Arbor 
Descriptor 

Meaning Where used  Pathway estimate 
for GCSE  

Notes 

Greater Depth 
Definitely Above 

Expected  Standard 
Both 8+ Above National 

in KS1 or 2 tests 

Confident + Most likely to be 
Above Expected 

Standard. 

Both 7 –  

Confident - 
Senior Only 6  

Expected + 
At the Expected 

standard 
 

Senior Only 5 + or – used to 
denote 
confidence in 
judgement in 
Seniors 

Expected  
Juniors Only 4 – At National in 

KS1 or KS2 Tests 

Expected - 
Senior Only 4 

WTW 
Working towards the 
expected standard 

Both 3  

Beg + 

Beginning to meet the 
expected standards 

Senior Only 2 + or – used to 
denote 
confidence in 
judgement in 
Seniors 

Beg 
Junior Only  

Beg - Senior Only 1 

-1 Exp 
Working at the 

standard 1 year below 
current 

Y8, 6,5,4 U 

If these grades 
are used then 
contact should 
be made with 
the parents 

before the report 
is issued and a 
comment added 
which details the 

specific 
standard the 

child is working 
at 

-1 WTW 
Working towards the 
standards for 1 year 

below current 

Y8, 6,5,4 U 

-2 Exp 
Working at the 

standard 2 year below 
current 

Y6, 5 U 

-2 WTW 
Working towards the 
standards for 2 year 

below current 

Y6, 5 U 

-3 Exp 
Working at the 

standard 3 year below 
current 

Y6 Only U 

-3 WTW 
Working towards the 
standards for 3 year 

below current 

Y6 Only U 

Pre KS 
Not yet working at the 

standards for the 
current key stage 

Y1,Y3,Y7 U  

Attitude to Learning: 

This is based on the following scale and mirrors the senior school, it should be for each subject area: 



 

 

1.Excellent – consistently goes above and beyond in all areas of learning. 
2.Very Good - Is a curious, creative and confident learner who always plays an active role in our 
learning community  
3. Good - Is usually a curious, creative and confident learner who often plays an active role in our 
learning community  
4. Working Towards - Is working toward becoming a curious, creative and confident learner who tries 
to play an active role in our learning community  
5. Disappointing – Needs to further develop the curiosity, creativity and confidence required to play a 
positive role in our learning community  

Homework grade (KS2 and above only)  

1. Excellent: The child regularly completes homework with an excellent level of effort and it has never 
been late 

2. Very good: The child regularly completes homework to an excellent level of effort. However, there 
may have been an instance of lateness or where a piece was less than excellent 

3. Good: The child usually completes homework with a good level of effort and it is usually handed in 
on time. There has been no more than 2-3 instances of missing deadlines or of a standard less than 
good 

4. Requires Improvement: Homework completion is not consistent, either in terms of meeting 
deadlines or the effort put in 

5. Disappointing: Homework is regularly missing, incomplete or regularly shows a lack of time and 
effort 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

APPENDIX 3 

Guidance for Written Comments 

Guidance for Junior Written Reports 

Core Subjects - Each comment should include 2 or 3 points about what has gone well / 
strengths, 2 or 3 points about what they can improve in this subject. As a guide these should 
be about 100 words but definitely below 200 (There is no need to word count each report 
though!). You may wish to use the following as a template: 

Jack has made (fantastic, good, some) progress in Writing. In particular he can now…. 

· Strength 1 
· Strength 2 
· Strength 3 
 
In order to improve further Jack now needs to work on the following…. 
 
· Improvement idea one 
· Improvement idea two 
· Improvement idea three 
 
Foundation subjects Combined Comment - up to about 200 words but no more than 250 
words. 
Try to pick out 2-3 general areas of success or pieces of work that have gone really well 
Try to pick out 1 or 2 areas to work on next year 
This must include a comment on RE 
 
Tutor comment (Summer reports only). – up to about 100 words  

Proof Reading Teaching staff should ensure that a colleague has proof read their reports 
prior to them being published 

Guidance for Reporting by Exception 

Reporting by exception should happen naturally. It is the regular dialogue which builds up 
over the course of the year between teacher and home. It may be the regular updates 
posted onto the parent portals, replies to parent emails or emails sent to advise parents of 
things. It is a formal way of recognising all that teachers do anyway (as good practice) as 
part of the reporting process. We therefore trust your professional judgement if you need to 
write something as an ‘Ad Hoc’ comment on a child’s report.  

As a guide, nothing written on a report card should be news to the parent. The whole point of 
reporting by exception is that parents receive the information at the time it is needed. As 
such, writing a comment on a report card is seen as a formal way of conveying a concern or 
rewarding excellence. Teachers are free to use this as much or as little as possible, 
dependent on how regular you have contact in other forms with your pupils parents. This will 
not be formally monitored by the school. However, if parents voice suggests that 
communication has deteriorated then reporting by exception will be reviewed. 



 

 

 

APPENDIX 4: 1 Page Summary for Staff 

Overriding Belief 

We believe that reporting should be timely and cause staff minimal workload. As such, we operate a 

model of reporting known as ‘reporting by exception’. This is a belief that feedback should be given to 

parents when it is needed and not dictated by a reporting and assessment calendar. We want to free 

our teachers from the burden of written reports for all and ensure that communication with parents is 

more timely. This is also to recognise the time that staff spend uploading feedback to parent portals 

such as Marvelous Me, Arbor and Tapestry, as well as to provide time for email communication when 

needed. In this model, some children may not receive  

Frequency of Reporting 

We report to parents 3 times throughout the school year. This involves 3 data driven reports. 

Teachers are not asked to write a written report. Teachers are expected to add a comment, where 

relevant, for an individual child at any of the three reporting periods. This should be to help a child 

make progress or as a vehicle for praise . This process is done informally and teachers are given 

professional trust as to when and how often this is given. Regular email contact with struggling 

students is also expected as a valid form of intervention. 

Juniors: Whilst we recognise the importance and value of reporting by exception, we also believe 

that there is an importance of still sending a written report home for our Junior school students. This 

will be completed at the end of the summer term. 

When we report 

The school reports to parents following the Assessment and Reporting section of the school calendar 

What we report / capture 

Target: End of KS4 Moderated STAR target in Y9-11, End of Year descriptor (STAR) for Y7-8, End of 

Year Descriptor Y1-6 (Not shared with parents) MEG Target grades used for Appraisal (Must not 

share with students of parents) 

Attainment 

Current Predicted Grade: Y9 -11 End of GCSE Grade, Y1-8 End of Year Prediction (New from 20-21) 

Year Exam Grade / Descriptor (In report after sitting) for Y9-11 

Year 6 and 2 Scaled scores from practice SATs papers (Not reported) 

The definition of a predicted grade is ‘Based on all your knowledge of the child, including previous 

assessments, attitude to learning and experience from your teaching career about their likely 

progression, what is the most likely grade they will achieve at the end of Year 11 / The year, assuming 

they continue to work as they are at present’. 

Attitude to learning grade AND Attitude to Homework Grade 

Not applicable grades –Please ensure you add these for students who you are not able to give a 

grade for. This is for all categories and is so that your reports show as complete in  

You should ensure that you buddy up and swap with a colleague to ensure that a proof read 

has taken place of any written comments. 

Reports can be written into word and then pasted into Arbor using Ctrl+Shift+V  



 

 

Reports will be issued to parents on the Wednesday, following the data capture 

closing, and the data should also be in 4 Matrix by this time. It is therefore essential that the Friday 

deadline of 1pm, for the data capture closing, is met. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

APPENDIX 5a Seniors Exam Report – Class of 2021 

(TAGS) – Class Teacher  

Faculty:  Subject(s):  

Data Point: Exam Report Year: 11 class of 2021 

1. The following information is the only data needed for this review – Class data. 
A residual is the average difference between students grade in this class in this subject compare to their grades in other 

subjects. 0.5 means half a grade above -0.5 half a grade below. This is similar for Subject P8 

 % Below MEG 

target 

% Above MEG 

Target 

Residual Subject P8 

 2019 2020 2021 2019 2020 2021 2019 2020 2021 2019 2020 2021 

ALL 

students 

            

PP 

students 

            

SEN             

GT 

students 

            

2. What has been the impact of your actions since the Trial Exams This should focus on particular 

students where there has been real progress seen and to state any actions completed. You should 

paste in the actions from your previous CDR, RAG rate these and look for evidence of impact 

Action (Paste in from previous 

CDR) 

Impact anecdotal Data to support 

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

3. What are the main areas to develop next year based on this data and feedback from lesson 

observations and work scrutiny? 

 

 

 

 

4. What are the implications of this for your teaching next year? What actions do you intend to take 

to address some of the issues in this data  

 

 

 

 

 

 

 

 

 



 

 

 

Guidance for Class teachers on completing this process 

The purpose of this document is to link provide evidence of your successful outcomes and the impact 

of actions you have taken with Y11. It is a chance to reflect on all of your hard work this year and what 

has worked and what you would do differently. It should also allow you to keep track over a number of 

years, the data associated with your own classes. This document should be uploaded as evidence for 

appraisal 

1. Complete this box with the relevant data using 4 Matrix. Once you have this information, you will 

only have to add the subsequent years information for 2022 

2. Paste in any actions that were on your Spring Year CDR, RAG rate these (use purple if Covid 

stopped you doing something) and add a comment on how successful they were. In the third 

column try to find data to support the points you make. In other words if you ran a tutoring 

session, what was the grades of these students compared to others? What does student voice 

say? You may list individual students below the table. 

3. Pick out the most important aspects from this data, which you feel needs addressing next 

academic year. These will inform the faculty development plans 

4. List any students who have done particularly well.  

5. Identify actions you will take to address the issues above 

 

What will happen with this document? 

The information will be held by your HOF / Phase Lead or Eng / maths Lead. It will be used to 

support their Exam Report which is sent to SLT and to monitor the actions being taken. 

Sometimes there will be an individual data review meeting with your HOF / Phase Lead, other 

times there will be a round table meeting or nothing at all. However, it is important that the impact 

of previous actions includes a RAG rated list of actions from the previous review.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

APPENDIX 5b- Seniors Exam Report – Class of 2021 

(TAGS) – HOF 

Faculty:  Subject(s):  

Data Point: Exam Report Year: 11 class of 2021 

1. The following information is the only data needed for this review – Class data. 
A residual is the average difference between students grade in this class in this subject compare to their grades in other 

subjects. 0.5 means half a grade above -0.5 half a grade below. This is similar for Subject P8 

Subject 

1 

% Below MEG 

target 

% Above MEG 

Target 

Residual Subject P8 

 2019 2020 2021 2019 2020 2021 2019 2020 2021 2019 2020 2021 

ALL 

students 

            

PP 

students 

            

SEN             

GT 

students 

            

Subj. 2             

ALL 

students 

            

PP 

students 

            

SEN             

GT 

students 

            

Subj. 3             

ALL 

students 

            

PP 

students 

            

SEN             

GT 

students 

            

Subj. 4             

ALL 

students 

            

PP 

students 

            

SEN             

GT 

students 

            

Subj. 5             

ALL 

students 

            

PP 

students 

            

SEN             

GT 

students 

            

Subj. 6             

ALL 

students 

            



 

 

PP 

students 

            

SEN             

GT 

students 

            

2. What has been your impact from the actions planned when reviewing the Spring Data? Paste 

these in below, RAG rate them and add a commentary and any evidence of impact. 

 

Subject 1: 

 

Subject 2: 

 

Subject 3: 

 

Subject 4: 

 

Subject 5: 

 

Subject 6: 

 

 

3. What are the main areas to develop based on this data, feedback from lesson observations and 

work scrutiny? 

 

Subject 1: 

 

Subject 2: 

 

Subject 3: 

 

Subject 4: 

 

Subject 5: 

 

Subject 6: 

 

4. What are the implications of this for your teaching next year? What actions do you intend to take 

to address some of the issues in this data? These actions should become embedded in your 

Faculty Improvement Plan 

 

To complete Sept 2021 To revisit 2022 

Action Expected Start 

measure 

Impact Data Review 

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

Other actions required: 



 

 

 

Guidance for HOF on completing this process 

The purpose of this document is to provide evidence of your successful outcomes and the impact of 

actions you have taken with Y11. It is a chance to reflect on all of your hard work this year and what 

has worked and what you would do differently. It should also allow you to keep track over a number of 

years, the data associated with your faculty. This document should be uploaded as evidence for 

appraisal 

1. Replace the Subject 1, 2, 3 labels with your subjects 

2. Complete this box with the relevant data using 4 Matrix. Once you have this information, you 

will only have to add the subsequent year’s information for 2022. It mirrors the format on the 

class teacher document and so for single teacher subjects, you should able to simply paste 

this across. 

3. Paste in any actions that were on your Spring Year 11 CDR, RAG rate these (use purple if 

Covid stopped you doing something) and add a comment on how successful they were. 

Remember to check if staff completed the actions  

4. Pick out the most important aspects from this data, which you feel needs addressing next 

academic year. These will inform the faculty development plans 

5. List any students who have done particularly well.  

6. Identify actions you will take to address the issues above 

 

What will happen with this document? 

The information will be held by your HOF / Phase Lead or Eng / maths Lead. It will be used to 

support their Exam Report which is sent to SLT and to monitor the actions being taken. 

Sometimes there will be an individual data review meeting with your HOF / Phase Lead, other 

times there will be a round table meeting or nothing at all. However, it is important that the impact 

of previous actions includes a RAG rated list of actions from the previous review.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

APPENDIX 5c: Seniors Class Teacher Continuous Data Review 

Document  

Faculty:  Subject(s):  

Data Point:  Year:  

1. What assessment task(s) were used to underpin the data inputted for this review? Include 

everything you used to help you reach a judgement on the grades inputted into Arbor. 

 

 

 

2. How did you standardise the marking of the most recent assessment? 

 

3. The following information is the only data needed for this review – Class data. 
A residual is the average difference between students grade in this class in this subject compare to their grades in other 

subjects. 0.5 means half a grade above -0.5 half a grade below. This is similar for Subject P8 

 % Below Star 

target 

% Above Star 

Target 
Residual Subject P8 

 Pr y Aut Spr Pr y Aut Spr Pr y Aut Spr Pr y Aut Spr 

ALL students             

PP students             

SEN             

GT students             

4. What has been the impact of your actions since the previous review? This should focus on 

particular students where there has been real progress seen and to state any actions completed. 

Paste in any actions from the last review and RAG rate them – include evidence of impact. 

 

 

 

 

 

 

 

5.What are the main actions emerging from this data? This should focus on particular students who 

you are worried about the most. Use the table below to record these, and the actions you plan to 

take. 

Student Precise area of the 

curriculum to work on 

Class teacher action 

needed 

Support needed from HOF 

/ SLT 

    

    

    

    

    

    

    

    

    

At the next review, copy this full table below and complete for the new data – remember to RAG rate 

your actions from the previous one. When complete, please send this to your HOF. 

Guidance on how to complete this document is on the following page. A 10min video on how to use 4 

Matrix to find this information is in Teams – Data and Assessment 



 

 

Guidance for Class teachers on completing this process 

The purpose of this document is to link your medium term curriculum planning to summative data 

being collected. It should be an Action / Impact driven document. As such, whilst barriers to learning 

are important, it is a record of the actions you have taken and the impact this is having on individual 

students. There is a guide below on how to use 4 Matrix to get this information. 

1. Complete this box with the paper / assessment used 

2. N/A – HOF only 

3. Review the headline measures for your class, using 4 Matrix (Look back to your previous 

CDR for for evidence of improvements in these as measures of impact. The guide below 

shows you how to find this data. 

4. List any students who have done particularly well. Revisit your previous CDR and list the 

actions you have taken – colour code (RAG) for impact or completion. Use Purple if Covid 

stopped it from happening 

5. List the names of all students in the class who you are worried about along with the precise 

area of the curriculum they need to focus on next. Summarise the actions you intent to take to 

help close these gaps in knowledge. Where there is a trend in groups / areas to develop, list 

any suggestions / support you would like from your HOF / SLT. This may include a bid to PP 

funding being made on your behalf. 

 

What will happen with this document? 

The information will be held by your HOF / Phase Lead or Eng / maths Lead. It will be used to 

support their Continuous Data review which is sent to SLT and to monitor the actions being taken. 

Sometimes there will be an individual data review meeting with your HOF / Phase Lead, other 

times there will be a round table meeting or nothing at all. However, it is important that the impact 

of previous actions includes a RAG rated list of actions from the previous review.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

APPENDIX 5d: Seniors HOF Continuous Data Review 

Document  

Faculty:  Subject(s):  

Data Point:  Year:  

1. What assessment task(s) were used to underpin the data inputted for this review? Include 

everything you used to help you reach a judgement on the grades inputted into Arbor. 

 

 

 

2. How did you standardise the marking of the most recent assessment? 

 

3. The following information is the only data needed for this review – Subject Data. 
A residual is the average difference between students grade in this class in this subject compare to their grades in other 

subjects. 0.5 means half a grade above -0.5 half a grade below. This is similar for Subject P8 

 % Below Star 

target 

% Above Star 

Target 
Residual Subject P8 

Subj. 1 Pr 

Yr 

Aut Spr Pr 

Yr 

Aut Spr Pr 

Yr 

Aut Spr Pr 

Yr 

Aut Spr 

ALL students             

PP students             

SEN             

GT students             

Subj. 2             

ALL students             

PP students             

SEN             

GT students             

Subj. 3             

ALL students             

PP students             

SEN             

GT students             

Subj. 4             

ALL students             

PP students             

SEN             

GT students             

Subj. 5             

ALL students             

PP students             

SEN             

GT students             

Subj. 6             

ALL students             

PP students             

SEN             

GT students             

             



 

 

4. What has been the impact of your actions since the previous review? This should focus on 

particular students where there has been real progress seen and to state any actions completed. 

Paste in any actions from the last review and RAG rate them – include evidence of impact. This 

should also include a review of students engaged in tutoring or other interventions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5.What are the main actions emerging from this data? This should focus on particular students who 

you are worried about the most. Use the table below to record these, and the actions you plan to 

take. Paste these in direct from your class teachers. Add more rows if needed. 

Student Precise area of the 

curriculum to work on 

Class teacher action 

needed 

Support needed from HOF 

/ SLT 

    

    

    

    

    

    

    

    

    

Are there any other actions you plan to take, which may not be students specific? 

 

 

 

 

 

 

 

 

 

 

 

 

 

At the next review, copy this full table below and complete for the new data – remember to RAG rate 

your actions from the previous one. When complete, please send this to your HOF. 

Guidance on how to complete this document is on the following page. A 10min video on how to use 4 

Matrix to find this information is in Teams – Data and Assessment 

 



 

 

Guidance for HOF on completing this process 

The purpose of this document is to link your medium term curriculum planning to summative data 

being collected. It should be an Action / Impact driven document. As such, whilst barriers to learning 

are important, it is a record of the actions you have taken and the impact this is having on individual 

students. There is a guide below on how to use 4 Matrix to get this information. 

1. Complete this box with the paper / assessments used 

2. Add details of how the data was standardised 

3. Review the headline measures for your subjects, using 4 Matrix (Look back to your previous 

CDR for evidence of improvements in these as measures of impact. The guide below shows 

you how to find this data.  

4. Cut and paste the actions from the previous review into this box and RAG rate. You may also 

wish to list any students who have done particularly well. Add a description of impact. 

Remember to also review the impact of tutoring here – include evidence of success. 

5. List the names of all students in the subjects who you are worried about along with the 

precise area of the curriculum they need to focus on next. Summarise the actions you intent 

to take to help close these gaps in knowledge. Where there is a trend in groups / areas to 

develop, list any suggestions / support you would like from your SLT Link. This may include a 

bid to PP funding being made on your behalf. 

 

What will happen with this document? 

The information will be held by VP Curric and Standards and your Line Manager. It will be used to 

support whole school development priorities and interventions and to monitor the actions being 

taken. Sometimes there will be an individual data review meeting with your SLT, other times there 

will be a round table meeting or nothing at all. However, it is important that the impact of previous 

actions includes a RAG rated list of actions from the previous review.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

APPENDIX 6a Juniors - End of Year Review – Class Teacher 

Year:  Class:  

Data Point: Exam Report Year:  

1. The following information is the only data needed for this review – Class data. 

 % Below STAR 

target 

% Above STAR 

Target 

Progress Score % Expected 

RWM Combined 

 R W M R W M R W M  

ALL 

students 

          

PP 

students 

          

SEN           

GT 

students 

          

2. What has been the impact of your actions since the Spring Data. This should focus on particular 

students where there has been real progress seen and to state any actions completed. You should 

paste in the actions from your previous CDR, RAG rate these and look for evidence of impact 

Action (Paste in from previous 

CDR) 

Impact anecdotal Data to support 

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

3. What are the main areas to develop next year based on this data and feedback from lesson 

observations and work scrutiny? 

 

 

 

 

4. What are the implications of this for your teaching next year? What actions do you intend to take 

to address some of the issues in this data  

 

 

 

 

 

 

 

 

 



 

 

 

 

Guidance for Class teachers on completing this process 

The purpose of this document is to evidence your successful outcomes and the impact of actions you 

have taken with your class this year. It is a chance to reflect on all of your hard work, what has worked 

and what you would do differently. This document should be uploaded as evidence for appraisal 

1. Complete this box with the relevant data using the spreadsheets from CR. Once you have this 

information. 

2. Paste in any actions that were on your Spring Year CDR, RAG rate these (use purple if Covid 

stopped you doing something) and add a comment on how successful they were. In the third 

column try to find data to support the points you make. In other words if you ran a tutoring 

session, what was the grades of these students compared to others? What does student 

voice say? You may list individual students below the table. Is there evidence on the 

intervention log (Teams, Junior Staff, Out of Class Interventions) to refer to? 

3. Pick out the most important aspects from this data, which you feel needs addressing next 

academic year. These will inform development plans 

4. Identify actions you will take to address the issues above 

 

What will happen with this document? 

The information will be held by your HOF / Phase Lead or Eng / maths Lead. It will be used to 

support subject and phase reports which are sent to SLT and to monitor the actions being taken. 

Sometimes there will be an individual data review meeting with your HOF / Phase Lead, other 

times there will be a round table meeting or nothing at all. However, it is important that the impact 

of previous actions includes a RAG rated list of actions from the previous review.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

APPENDIX 6b: Juniors KS1 / 2 Outcomes – HOF / Eng 

and Maths Leads End of Year Review 

Phase / Subject:   

Data Point: Summer Outcomes Data for Year: 2   OR 6 

3. The following information is the only data needed for this review – Class data. 

Summer 2021 % Exp + 

RWM 

% Exp 

Read 

% Exp 

Write  

% Exp 

Math 

Prog  

Read 

Prog 

Write 

Prog 

Maths 

ALL students        

PP students        

SEN        

GT students        

Summer 2020        

ALL students        

PP students        

SEN        

GT students        

Summer 2019        

ALL students        

PP students        

SEN        

GT students        

2. What has been your impact from the actions planned when reviewing the Spring Data? Paste 

these in below from previous CDR, RAG rate them and add a commentary and any evidence of 

impact. 

 

Read: 

 

Write: 

 

Maths: 

 

SPG: 

 

3. What are the main areas to develop based on this data, feedback from lesson observations and 

work scrutiny? 

 

 

Read: 

 

Write: 

 

Maths: 

 

SPG: 

 

Key students to monitor across 2021-22. Eng and Maths Leads focus on New Y2 and 6 (5-10 

students). Phase Leads focus on New Y3-5 and Y1 (5 students in each cohort – those most off 

target, not just the weakest) 

 

Student Issues Actions Evidence of Impact (2022) 

    

    



 

 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 

 

 

4. What are the implications of this for your area next year? What actions do you intend to take to 

address some of the issues in this data? These actions should become embedded in your Faculty 

Improvement Plan 

 

 

To plan Sept 2021 To revisit 2022 

Action Expected Start 

measure 

Impact Data Review 

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

Other actions required: 

 

 

 

 

 

 

 

 

 

 



 

 

Guidance for Middle Leaders on completing this process 

1. The purpose of this document is to provide evidence of your successful outcomes and the 

impact of actions you have taken with Y6 and/or Y2. It is a chance to reflect on all of your 

hard work this year and what has worked and what you would do differently. It should also 

allow you to keep track over a number of years, the data associated with your area. This 

document should be uploaded as evidence for appraisal. Eng and Maths Leads will need to 

do one for KS1 and one for KS2. Phase Leads complete one document for their Phase and 

should focus on holistic actions but look at this across the whole Key stage. Whilst there is no 

need to cite data on this form for other Years, the actions should focus on what this data is 

telling you about Y3-5 or Y1, alongside this data. In other words, look for trends across each 

Key stage which are also present in these results. 

 

2. Paste in the actions from the previous CDR (Spring) and RAG rate these (use purple for any 

that Covid stopped) Review the headline measures for your area, using The Headline 

Measures sheet (Look back to your previous CDR for evidence of improvements in these as 

measures of impact). The guide below shows you how to find this data. This may include 

listing any students who have done particularly well and using evidence from the intervention 

tracker. Compare to Previous Years to judge impact over time. Remember to check the 

intervention tracker and reports from intervention teachers to summarise their impact here.  

 

3. State the main areas of concern in the data as well as from MER findings. For Eng and Maths 

this should cut across all year groups and identify broad themes in the data of multiple 

cohorts. For Phase Leaders this should focus on the attitudes and values aspect, as well as 

5-10 Key students in each year for monitoring. 

 

What will happen with this document? 

The information will be held by VP Curric and Standards and your Line Manager. It will be used to 

support whole school development priorities and interventions and to monitor the actions being 

taken. Sometimes there will be an individual data review meeting with your SLT, other times there 

will be a round table meeting or nothing at all. However, it is important that the impact of previous 

actions includes a RAG rated list of actions from the previous review.  

 

 

 

 

 

 

 

 

 

 

 

 



 

 

APPENDIX 6c: Juniors -Continuous Data Review Class 

Teacher 

Year:  Class:  

Data Point:  Year:  

1. What assessment task(s) were used to underpin the data inputted for this review? Include 

everything you used to help you reach a judgement on the grades inputted into Arbor. 

 

 

 

2. How did you standardise the marking of the most recent assessments? 

 

 

3. The following information is the only data needed for this review – Class data. 

 % Below STAR 

target 

% Above STAR 

Target 

Progress Score % Expected 

RWM  

Prev Year 

(2021) 

R W M R W M R W M  

ALL            

PP            

SEN           

GT            

Autumn           

ALL            

PP            

SEN           

GT            

Spring           

ALL            

PP            

SEN           

GT            

4. What has been the impact of your actions since the previous review? This should focus on 

particular students where there has been real progress seen and to state any actions completed. 

 

5.What are the main concerns emerging from this data? This should focus on particular students 

who you are worried about the most. Use the table below to record these, and the actions you plan 

to take   

Student Precise area of the 

curriculum to work on 

Class teacher action Support needed from HOF 

/ SLT 

    

    

    

    

    

    

    



 

 

 

Guidance for Class teachers on completing this process 

The purpose of this document is to link your medium term curriculum planning to summative data 

being collected. It should be an Action / Impact driven document. As such, whilst barriers to learning 

are important, it is a record of the actions you have taken and the impact this is having on individual 

students that we are most interested in. There is a guide below on how to use the Headline Measures 

sheet to get this information. 

1. State the paper used for the most recent assessment as well as any other data used  

2. State how you standardised this with your year group partner 

3. Review the headline measures for your class, using The Headline Measures sheet (Look 

back to your previous CDR for evidence of improvements in these as measures of impact). 

Paste in the data from the previous class teacher’s End of Year Review as the ‘Previous 

Year’s data’. The guide below shows you how to find this data. For previous year data, paste 

in the info given to you from the previous teacher’s end of year review. 

4. List any students who have done particularly well. Revisit your previous CDR and list the 

actions you have taken – colour code (RAG) for impact or completion. Use Purple if Covid 

stopped it from happening 

5. List the names of all students in the class who you are worried about along with the precise 

area of the curriculum they need to focus on next. Summarise the actions you intent to take to 

help close these gaps in knowledge. Where there is a trend in groups / areas to develop, list 

any suggestions / support you would like from your HOF / SLT. This may include a bid to PP 

funding being made on your behalf. Your class data sheet will tell you this. These will be the 

students at the top of the list. These are those most off target 

 

What will happen with this document? 

The information will be held by your HOF / Phase Lead or Eng / maths Lead. It will be used to 

support their Continuous Data review which is sent to SLT and to monitor the actions being taken. 

Sometimes there will be an individual data review meeting with your HOF / Phase Lead, other 

times there will be a round table meeting or nothing at all. However, it is important that the impact 

of previous actions includes a RAG rated list of actions from the previous review.  

 

This document should also be passed onto next years class teachers / Eng / Maths Teachers 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

APPENDIX 6d: Juniors - Continuous Data Review – 

Middle Leaders 

Phase / Subject: EC/SG to look at Y1/5 – 

AT/KB Y2 / Y6 

 

Data Point:  Data for Year: 1 or 2  5 OR 6 

1. What assessment task(s) were used to underpin the data inputted for this review? Include 

everything you used to help you reach a judgement on the grades inputted into Arbor. 

 

 

 

2. How did you standardise the marking of the most recent assessment? 

 

3. The following information is the only data needed for this review – Year Data 

Prev Year % Exp + 

RWM 

% Exp 

Read 

% Exp 

Write  

% Exp 

Math 

Prog  

Read 

Prog 

Write 

Prog 

Maths 

ALL students        

PP students        

SEN        

GT students        

Autumn         

ALL students        

PP students        

SEN        

GT students        

Spring        

ALL students        

PP students        

SEN        

GT students        

4. What has been your impact from the actions planned since the last CDR? Paste these in below 

from previous CDR, RAG rate them and add a commentary and any evidence of impact. This 

should also include a review of students engaged in tutoring or other interventions. 

 

 

Read: 

 

Write: 

 

Maths: 

 

SPG: 

 

5. What are the main areas to develop based on this data, feedback from lesson observations and 

work scrutiny? 

 

 

Read: 

 

Write: 

 

Maths: 

 

SPG: 



 

 

 

Key students to monitor across 2021-22. Eng and Maths Leads focus on New Y2 and 6 (5-10 

students). Phase Leads focus on New Y5 and Y1 (5 students in each cohort – those most off 

target, not just the weakest) 

 

Student Precise area of the 

curriculum to work 

on / need 

Class teacher 

action needed 

Support needed  Impact review – 

next CDR 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 

Are there any other actions you plan to take, which may not be student specific? 

 

 

At the next review, copy this full table below and complete for the new data – remember to RAG rate 

your actions from the previous one. When complete, please send this to your HOF. 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Guidance for Middle Leaders on completing this process 

The purpose of this document is to link your medium term curriculum planning to summative data 

being collected. It should be an Action / Impact driven document. As such, whilst barriers to learning 

are important, it is a record of the actions you have taken and the impact this is having on individual 

students. There is a guide below on how to use the headline measures sheet and class data sheets to 

get this information 

6. Complete this box with the paper / assessments used 

7. Add details of how the data was standardised 

8. Review the headline measures for your subjects, using the data tables issued by CR (Look back 

to your previous CDR for evidence of improvements in these as measures of impact. The guide 

below shows you how to find this data.  

9. Cut and paste the actions from the previous review into this box and RAG rate. You may also 

wish to list any students who have done particularly well. Add a description of impact and 

evidence if you have it. Remember to review the impact of tutoring here 

10. List the names of all students in the subjects who you are worried about along with the precise 

area of the curriculum they need to focus on next. Summarise the actions you intent to take to 

help close these gaps in knowledge. Where there is a trend in groups / areas to develop, list any 

suggestions / support you would like from your SLT Link. This may include a bid to PP funding 

being made on your behalf. 

 

What will happen with this document? 

The information will be held by VP Curric and Standards and your Line Manager. It will be used to 

support whole school development priorities and interventions and to monitor the actions being 

taken. Sometimes there will be an individual data review meeting with your SLT, other times there 

will be a round table meeting or nothing at all. However, it is important that the impact of previous 

actions includes a RAG rated list of actions from the previous review.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

APPENDIX 7: Pupil Premium Bid Form 

Pupil Premium Bid Form 

This form is designed for all staff to be able to bid for a use of Pupil Premium to support progress or 

to remove the barriers to learning of the young person or a group of young people who are eligible. 

Please complete all white boxes below and return to SJH for approval. SJH will meet with SLT as 

necessary to discuss bids. It is important that any use of Pupil Premium can be tracked to have made 

an impact. This does not necessarily have to be on progress, but may also link to behaviour, uniform, 

social development etc. Please be aware that different students receive different amounts of pupil 

premium. CR / AC / JM track this to ensure all spending is accountable and fair. No item is to be 

purchased and charged to the Pupil Premium account without completing this form and having it 

approved. All bids to come through middle leaders. 

Submitted 
by: 

  
Funding Pot: 
PP/LAC/Catchup 
 

Today’s Date: 
Planned start:  

Planned 
Finish: 

 

      

Pupil 
Premium 
Students 

Please name student(s) 
 

Identified 
Need + 

Starting point 
data 

 

How will 
success be 
measured? 

 
 

Cost Cost Estimated by 
Staff Submitting 

 
 

Agreed Contribution 
SJH/JM 

 
Agreed full amount SJH 

Approved 
 

Y / N 

Reference number for 
Finance trail 

EVALUATION 
+ Evidence 

To be completed by the teacher after intervention 
 
 

Approved SJH _______ ____________________                              Date_________________ 

Added to tracker CR____________________________                              Date_______ 

Evaluation completed by:_____________________                            Date_________________ 

Guideline of contributions agreed: 
Trips and visits: Up to £10 per visit or 20% whichever is greatest, up to a max of £200 per year 
Uniform: One of each distinctive item of uniform item per key stage, unless there is a specific 
additional need. Nominated office person may approve.  (Order through office – receipts will not be 
reimbursed) 
All other items, including shoes, can be bid for and will be evaluated on a case by case basis. 
 



 

 

 

APPENDIX 8: Accessing Data in 4 Matrix 

How to access class level information on 4 Matrix 

1. Log into 4 Matrix (Email Andrew Charlton if you need a log on / password reset) 

2. Ensure you have the right series selected – This should say ‘Y11 Spring’ Click here if not  

 
 

3. The box below will pop up – select the series you need – ensure you are in the right 

academic year 

 
4. Click on ‘Subject Overview’ 

 

 

 

 

 



 

 

 

5. On the screen which appears you now need to add some filters.  

a. Select the target series – eg – Y11 Star – This allows the data shown to be compared 

to the Y11 targets 

b. Select your subject 

c. On the right hand side, select class from the drop down 

 

 
 

d. Pick your class from the list. Make sure you have pre selected the subject from the 

left other wise you will be seeing the data from the kids in your class just for the 

subject previously selected (usually art!)  

 

 

6. Use this information to explore any trends in the info. In particular have a look at the 

following measures for the following groups: SEN, PP, GT and Gender. You will need to scroll 

across and down to see all the information 

 Your residual for the class and different groups. This is the difference between students 

in your class compared to how these same students did in an average of their other 

subjects) – a relative measure. A negative number means they did worse in your subject. 

1 = a full grade 

 The % On, Above and Below target for the above groups 

 

 

 

 

 

 



 

 

 

Targets 

 

Residual (You have to scroll along)  

 

 

 

 

 

 

 



 

 

 

You may find this one helpful in seeing where students are below target / expectation: 

Click on Subject Profile, Pick your subject, and then select your class. Those above the line are above 

expected, those below are off target 

 

You may find the following graph most helpful in reviewing progress / change to last data drop: 

Click on Series Comparison. 

Select your subject 

Select what you want to compare to (Last data drop or targets) 

Select your class 

Red 

bars show students below ‘target’ or previous data drop and green those above 



 

 

APPENDIX 9: Accessing Information from Headline Measures sheet and Juniors Data 

Sheets 

How to find the data in the Headline Measures sheet 

The table on the left is for Key Stage 2 and the one on the right for Key Stage 1. The following info is available. The most recent data has a pink header: 

% Expected R/W/M. The top row is all students  2. % Expected Progress Reading (and maths etc)  3. Progress in Read, Write and Maths 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

The Class Data Sheet 

The data sheet should have been ranked by Total VAR to Star target (Spring). This is a calculation which converts each Polam grade to a number and then 

compares the total for the data drop to the total for the STAR target data. This is therefore an aggregated measure of who is most off target. If the sheet is 

not pre sorted, then use the filter button on the ‘TOTAL VAR to STAR’ column (either Winter, Spring or Summer’) 

 

 

 


