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BALLYMENA  ACADEMY



ASSESSMENT, RECORDING AND REPORTING POLICY



	Aim	



To help all pupils become more effective learners.



	Objectives



2.1	Assessment



	To:



ensure that assessment is an integral part of planning, teaching and learning;

use suitable forms of assessment, based on expectations which are clear, realistic, and understood by the pupils;

ensure that assessment methods are unbiased in terms of gender, race or culture;

inform pupils of the purpose of assessment tasks;

ensure that pupils contribute to the assessment of their own work and progress;

use information from assessment to influence teaching and learning strategies;

ensure that all pupils experience challenge and a measure of success;

recognise the whole range of pupils’ experiences and achievement;

enable pupils to develop skills that are needed if they are to become reflective learners;

enable a shared understanding by pupils and teachers of learning targets;

exercise and develop skills pursued in the programmes of study;

discuss weaknesses in pupils’ learning and offer a remedial strategy;

encourage high standards of work and presentation;

provide constructive feedback to pupils;

use praise and reward to motivate pupils;

enable pupils to make informed choices in relation to their career progression;

set homework appropriate to the needs of the pupils, which reinforces and extends their knowledge and understanding, and provides evidence of their progress;

regularly and consistently mark written work in ways that highlight strengths and weaknesses.



2.2	Recording



	To: 



keep clear concise formative records of the pupils’ educational achievements and experiences;

take a positive approach to pupils’ progress which is reflected in their records.



�2.3	Reporting



	To:



inform parents of pupils’ progress;

encourage parents to become involved in pupils’ progress, and to contribute to it;

provide a summative record of achievement;

celebrate achievement.





	Assessment



3.1�The school endorses a wide spectrum of assessment methods, ranging from the informal to the formal, e.g.



pupil self-assessment with teacher checks

teacher-pupil interactions

teacher observations

teacher checks on outcomes, including artefacts

coursework and homework

in-class tests

end of module tests

formal examination

end of key stage tests/examinations.

��3.2�Each department has discretion in accordance with statutory obligations and examination board regulations as to the weighting or emphasis given to particular elements.  Each department has a written policy in which this is outlined.



A whole-form examination is one in which all pupils of the form studying that subject are given the same tasks to perform.  Normally, at least one component of the examination is taken by all the pupils of the form at the same time during the designated examination period (exceptions are agreed with the Principal).

��3.3�Internal Examinations



All pupils usually have two whole-form examinations, which may be external, each year, in each of their subjects, according to arrangements listed in Appendix 1.

��3.4�External Examinations



Pupils will be entered for the GCSE/GCE examinations of the NICCEA unless there are valid reasons for using another board.  Requests to change board must be submitted in writing to the Principal for decision by the S.M.T.

��3.5�Modular Examinations



In years 13 and 14 departments may elect to enter their pupils by the modular route, subject to the arrangements listed in Appendix 2.





��3.6�Coursework



Staged and final deadlines for the submission of coursework are given to pupils at the beginning of years 12, 13 and 14.  Procedures to be adopted when deadlines are likely to be missed are listed in Appendix 3.



��	Recording

��4.1�Academic achievement



The means of recording assessment outcomes vary in accordance with the type of assessment, viz



pupil self-assessment sheets

pupil portfolios/files/exercise books/audio and video tapes

pupil assessment sheets

teacher mark books

class registers

subject/department registers

school reports

school record files.



��4.2�Each department has discretion in respect of the means used for recording assessment outcomes, except where prescribed by the school policy on reporting.  Each department has a written policy in which this is outlined.

��4.3�Non-academic achievement



The school maintains an ongoing formative record of progress and achievement for each pupil.  This builds upon earlier records transferred from other schools.  It includes the recording of information about involvement in extra-curricular activities, both in and outside school.



Procedures for recording such information make provision for an element of active pupil involvement and guided self-appraisal, both of which are delivered through the tutorial system and the careers education and guidance system.



The school records this information in a range of formats, viz



pupil self-appraisal sheets

record of non-academic achievement sheets

UCAS forms

pupil career files

school record files

school magazine

governors’ annual report to parents.��











	Reporting to parents

��5.1�The school sends formal written reports to parents on individual pupils at least twice a year (once for pupils in years 12 and 14) based on examination results/assessment outcomes.



These arrangements are listed in Appendix 4.

��5.2�The school holds parents’ evenings for the parents of pupils in years 8, 10, 12, and 14.  On these occasions parents meet with their child’s teachers on a one-to-one basis to discuss their child’s progress.

��5.3�The school provides each pupil at the end of year 12 with a National Record of Achievement.  This is a single summative document comprising documentary evidence of the pupil’s achievements and accomplishments, both curricular and extra-curricular, during Key Stages 3 and 4.  It will subsequently be updated in the event of the pupil entering the sixth form.

��5.4�The school provides a collective report on the activities and achievements of its pupils through the medium of both the school magazine and the governors’ annual report to parents.

��	Homework Policy

���Refer to Appendix 5.

��	Management and Development

��7.1�Assessment, Recording and Reporting Committee



Membership :	Vice-Principal, Curriculum and Assessment (Chair), representatives of

		each of the areas of study, R.E., Careers, and of Heads of Year.



Rôle :		To make recommendations to the S.M.T. on implementing:



the assessment, recording and reporting procedures associated with the N.I. curriculum and public examinations;

the procedures associated with Records of Achievement.

��7.2�Liaison with external agencies



The school avails itself of guidance in the areas of assessment, recording and reporting provided by DENI, NICCEA (and other relevant examination boards) and also the NEELB.

��7.3�Senior Management Team (S.M.T.)



All matters relating to the management and development of assessment, recording and reporting matters must be ratified by the S.M.T. before implementation.











��8.	Quality Assurance

	��8.1�All formal reports written by classroom teachers are commented on by the Head of Year (HOY) and approved by the  Principal, who adds further comments where appropriate.  The HOY analyses the reports and selects underachieving pupils for monitoring.  Some of the parents of these monitored pupils may receive a letter from the Principal and/or HOY.  Guidance is given by the Principal to encourage high quality reporting.

��8.2�Public examination results are analysed by the Principal/Vice-Principals and discussed with the appropriate Head of Department (HOD).  Various CLASS print-outs and value-added software assist with this task.



This analysis compares past and present performance, performance by gender, and subject performance in the school with the N.I. grammar schools’ average.  It tries to identify factors relating to good and poor achievement, and considers possible strategies for improvement.

��8.3�Targets for performance are set at pupil, departmental and whole-school levels.

��8.4�Whole-school and departmental policies address the problem of  lack of application which may lead to underachievement.

��8.5�Pupil attendance is monitored.

��8.6�Pastoral guidance is given to those pupils who may have problems which affect their academic progress.





��This policy will be kept under review.���

APPENDIX  1



EXAMINATIONS



All pupils:



in Years 8, 9, 10 have a whole-form examination in each of their subjects in November/December.

    	[EXCEPTIONS : English and Physical Education in Years 8, 9, 10];



in Years 11, 12, 13, 14 have a whole-form examination, which may be external, in each of their subjects in February.

	[EXCEPTIONS : English in Years 11, 13, non-GCSE/GCE Religious 	Education, Physical Education, and non-GCSE Y subjects in Year 13];



in Years 8, 9, 10, 11, 13 have a whole-form examination, which may be external, in each of their subjects in May/June.

	[EXCEPTIONS : Physical Education in Years 8, 9, 10, non-GCSE/GCE 	Religious Education and Physical Education, in Years 11, 13 and non-GCSE Y 	subjects in Year 13].



     Pupils in Years 12, 14 have external examinations.





Pupils in:



Years 8, 9, 10, in English, Mathematics and Science, have their ongoing work assessed by teachers, with a standardised level of performance awarded by the NICCEA at the end of Key Stage 3.  They also sit externally set tests in each of these subjects.  A separate level is awarded by the NICCEA.



Years 12, 13, 14 — the extent depending on subject choice — submit coursework as part of formal GCSE, GCE ‘AS’ and GCE ‘A’ level assessment requirements (the weighting of examination and coursework components depends on the subject).

�APPENDIX 2



MODULAR ‘A’ LEVEL EXAMINATIONS



The following departments enter their ‘A’ level pupils for modular examinations as follows:-



�L.6

May/June�U.6

February�U.6

May/June

��Biology�	1, 2�	4�	3, 5��Chemistry�	1	�	2, 3�	4, 5��Computing�	1�	2, 3�	4, 5��Geography�	1�	2�	3, 4, 5��Mathematics�	A1, M1�	--�	A2, M2��Further Mathematics�	P2, M2�	--�	P1, M3��Physics�	1, 2�	3�	4, 5��

The numbers above refer to modules being taken for the first time.  Resits will be possible subject to conditions listed later.



Mock ‘A’ level examinations in ‘linear’ subjects will be held for U.6, in early February, to last for a period of 8 - 9 days and finish just before the half-term holiday.  During this time U.6 pupils will attend only for ‘linear’ subject examinations.  Pupils taking exclusively modular subjects will have this period as study leave.  Classes will resume in all subjects after half-term.  Pupils taking ‘A’ level modular examinations will be excused the session (morning or afternoon) except Friday afternoon before a modular examination for final preparation.  The afternoon session begins at 2.10 p.m. - pupils may leave school from 1.30 p.m.



‘Mock’ modular examinations must be arranged so as to be finished by the 15th January at the latest.



U.6 Reports will be completed in late February/early March for all subjects, with a comment only in the case of modular subjects.  Likewise in June, L.6 reports will be completed for all subjects, with a comment only in the case of modular subjects.



As mathematics pupils will not be taking any new modules, they will be regarded for the purposes of the mock examinations as linear subjects and will have their ‘mock’ examinations during the 8 - 9 day period before the half-term holiday.



OPTING OUT OF NEW MODULES IN FEBRUARY



Pupils liable to be taking 4 new modules in total may, with the approval of the head of the relevant department, opt out of module 2, 3 or 4 in one subject.  This module would then be taken in May/June.  Such a decision must be confirmed in writing by the parent/guardian.



Pupils following courses in four ‘A’ level subjects, including one or more of the above modular subjects, and/or pupils who have scored not less than 108 out of 120 in each of the modules taken in a subject may, after consultation with the HOD, defer the sitting of module 2, 3 or 4 in that subject until May/June.

�

It must, however, be understood that the preparation for that module will be done before the February modular season and that no class/teacher time may be made available in preparation for that module for the summer examination season for those who have chosen to defer.  Once again, any decision to defer must be confirmed in writing by the parent/guardian.  Pupils who defer module 2, 3 or 4 in a subject will be required to sit any ‘mock’ module examinations (set before 15th January) and receive a written comment on their report.



In addition to the new modules referred to overleaf, pupils may take resit modules provided that the total number of modules (new or resit) is not greater than four.  Subjects not offering new modules will have resit priority.  Any exceptions to this arrangement must be authorised by the Principal or the Vice-Principal in charge of external examinations.



While the cost of entry to each module on the first sitting is met by the school, it must be understood that the cost to the school of an entry fee for each resit will be charged for.



As might be expected there have been many administrative difficulties associated with the introduction of modular ‘A’ levels, particularly in relation to pupils whose course of study includes both modular and linear ‘A’ levels.  The school has sought to make arrangements for internal examinations which will best address the interests of all pupils.



All pupils are expected to make adequate preparation for examinations, whether internal or external, in all of their subjects, and not to concentrate on one subject to the detriment of others.



�APPENDIX 3



COURSEWORK





Parents and pupils are advised that coursework is an important element of many G.C.S.E. and ‘A’ level subjects.  It is vital that all deadlines given are met and that coursework submitted is of a satisfactory standard.  When the progress of a pupil leads to a concern that the deadlines may not be met in a particular subject, or that standards are unacceptably low, he/she will be reported to the Head of Department.  The Head of Department will speak to the pupil and following consultation with the Head of Year, the parents will be informed of the situation either by the Head of Department or the Head of Year as appropriate.  The progress of the pupil in regard to the coursework will then be monitored by the teacher and/or the Head of Department.  Sanctions may be applied in accordance with the School Discipline Policy.



Failure to meet the final deadline in a subject, or to achieve a satisfactory standard in relation to ability, will result in the loss of a considerable number of marks and the award of a low grade in the subject as a whole.  In such cases the school reserves the right to seek the agreement of the parents of the pupil concerned to withdraw him/her from the examination in accordance with DENI circular 1999/6.







				



�APPENDIX  4



REPORTS



To ensure that formal school reports are based on examination results/assessment outcomes, pupils in:



Years 8, 9, 10 are reported on in all subjects in December and in June.

	[EXCEPTION : Physical Education is reported on in June only];



Years 11, 12, 13, 14 are reported on in all subjects in March.

	[EXCEPTIONS : Non-GCSE Physical Education and non-GCSE/GCE 	Religious Education in Years 11, 13];



Years 11, 13 are reported on in all subjects in June.

		[EXCEPTIONS : GCSE subjects in Year 13].



Individual pupils in Years 11, 12, 13, 14 who experience problems with their academic progress during the autumn term are identified by class teachers.  If three or more teachers (two in Years 13, 14) identify a problem, interim reports are sent for all subjects in December.



Should only one teacher identify a problem in the case of a pupil in Years 13, 14, a report in that subject only will be sent.



Similarly, pupils in years 8, 9, 10 who experience problems with their academic progress during the spring term are identified by class teachers.  If three or more teachers identify a problem, interim reports are sent for all subjects in March.





�APPENDIX  5



HOMEWORK  POLICY



	Aim



	To consolidate learning and develop sound study habits.



	Objectives



	To:-



develop the skills of pupils as independent learners;

complete tasks where there is insufficient time in class;

learn new work done in class;

prepare for assessment;

complete coursework assignments;

apply knowledge and understanding to solve problems.



	Guidelines



	Homework will be:



set regularly and thoughtfully, and be given high status in the way it is monitored and marked;

made relevant to classwork;

differentiated where appropriate;

work specified (in the case of written work) in terms of expected structure and quantity;

recorded in pupils’ diaries;

indicated in schemes of work;

done for the date set, otherwise sanctions will be applied in accordance with departmental discipline policies.



	Unwritten  and some  written  homework  will  be checked and commented on in class.  

However, a significant amount of written homework will be collected and marked as positively as possible, with helpful comments to aid improvement and to praise good work.



Pupils handing in unsatisfactory homework will receive sanctions in accordance with departmental discipline policies.



3.3	The  average  amount of time to be spent on homework each week is listed in Appendix 6.



	Policy Review



	This policy will be kept under review.









APPENDIX  6



Approximate time to be spent on homework in each year group





	Year 8			-		8 - 9 hours per week



	Year 9			-		9 - 10 hours per week



	Year 10		-		10 - 11 hours per week



	Years 11 and 12	-		12 hours per week



	Years 13 and 14	-		14 hours per week





Where possible homework is set several days in advance to enable pupils to plan out their work.



�Assessment, Recording and Reporting Policy

(1st May, 2000)



Aspects not yet implemented



Each department has been asked to ensure that their departmental Assessment, Recording and Reporting policies are aligned with the whole school policy, particularly in regard to sections 3.1, 3.2, 4.1, 4.2, 8.4 and Appendix 5.



The deadline for this will be 30th September, 2000.


