
 
Assessment Recording and Reporting (ARR) Policy 

 
 
 
This policy should be read in conjunction with the Teaching and Learning Policy, National Curriculum and 
associated strategies, Broomfield Curriculum, 14-19 Curriculum Policies, Feedback and Marking Policy, 
Race and Religious Equality, and Equal Opportunities policies.  
 
School Mission Statement 
  
'Investing in Individuals – Transforming lives' 
  
We believe that investing in individuals will help us transform lives and therefore we strive for excellence  
in all aspects of the life of the school. 
  
Excellence in: 
• The quality of learning which pupil's experience. 
• The quality of teaching that we provide. 
• The richness of the environment in which they learn. 
• The quality of opportunity we provide, regardless of ethnicity, gender or disability. 
 
 Ethos 
 
Every child, whatever their background or circumstances, will have the support they need to be healthy,  
stay safe, enjoy and achieve, make a positive contribution, and achieve economic well-being (Every Child 
Matters) 
 
Broomfield is committed to providing an environment in which all pupils can feel safe, happy, accepted 
and integrated so that they are able to develop to their full potential. 
 
To achieve this there needs to be:- 
• Respect for each individual 
• Concern for the welfare of others 
• Recognition of achievement 
 
Aims 

 To promote and enhance individual pupil progress and achievement 

 To adopt the key principles of good practice 

 To develop a manageable system of quality teacher assessment 

 To communicate information to others 

 To inform curriculum planning, delivery and evaluation 

 To facilitate pupil transfer both within school and to other placements. 
 
 
 
 
 
 
 
 
 
 
 



Principles of good practice 
 
Assessment should: 

 be planned for in the medium term and short term (for the class)  

 be based on clear curricular aims and objectives 

 indicate strengths and identify priorities 

 use whole-school methods of assessment 

 encourage pupil self-evaluation and recording wherever possible 

 provide information for reporting pupil progress in terms of achievement, attainment and experience 

 utilize teachers', parents' and other professionals' knowledge of individual pupils. 

 Inform future planning. 
 
 
Recording should: 

 take place in the short term (via teachers’ comments in workbooks/learning journals or Evisense, 
incidental learning sheets, teacher comments on pupils’ work, teachers’ comments on pupil progress 
towards Personal Learning Outcomes) 

 take place in the medium term (via evaluation of medium term plans, Teachers’ half-termly and termly 
comments on progress towards Personal Learning Outcomes, other specific checklists eg key word 
checklist for a reading scheme) 

 take place in the long term (via long term plans showing national curriculum coverage, pupils’ 
Workbooks or Learning Journals containing levelled, moderated work, and Teachers’  comments on 
progress towards Annual and end of Key Stage Personal Learning Outcomes)  

 provide selected evidence of progress, experience and achievement in the short, medium and long 
term for teachers, parents, pupils and other professionals 

 take account of incidental learning in all contexts 

 inform future curriculum planning at individual, class, departmental and school levels 

 ensure evidence of learning is selected and kept 

 meet statutory requirements. 
 
Reporting should: 

 take place in the short term, medium term and long term 

 be accurate, clear and specific to inform further discussion 

 consist of positive statements re achievement, progress and experiences 

 indicate areas requiring attention with reference to specific learning targets 

 meet statutory requirements. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

Assessment Recording and Reporting Structures and Procedures 
School employs a range of systems and procedures to ensure that pupils’ progress, achievements and 
experiences are monitored, assessed, recorded and reported at key times through the school year. The 
flowchart below shows how pupils’ dreams wishes and aspirations are used as a basis for their provision 
and how assessment of progress is used to inform curriculum planning and to identify Outcomes: 
 
 
  
 
 
 
 
 
 
 
 
 
 
          
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

EHCP 
Dreams Wishes Aspirations 

and Expectations 

Annual Personal 
Outcomes 

Assess Weekly 

Assess Daily 

 

 
Termly Outcomes 

 

 
MTP 

 

Learning Outcomes 

 

Workbooks / Learning 
Journals 

 

Assess ½ Term 
B-Squared/ 
MAPP/RfL 

 

Accredit 

Review 

Revise 

EHCP 
End of Key Stage 

Outcomes 

Curriculum 
In/Semi/ 

Formal/Accredited 
modules 

 

LTP 
Themes 



 
 
 

1) Assessment: 
 

a) B-Squared 
School uses B-Squared to break down P Scales and the National Curriculum Schemes of Work into smaller 
steps or performance indicators. B-Squared is used for pupils of school age who are working towards End 
of Key Stage Expectations. In B-Squared each P Scale and the National Curriculum has a number of 
performance indicators (typically 20 to 25 indicators per Level) which describe a child’s performance or 
level of progress. These allow teachers to identify very small steps of progress and plan more effectively 
for next steps. 
 
Since the introduction of the new National Curriculum in September 2014 the DfE has encouraged schools 
to develop their own assessments to meet the needs and abilities of their specific pupil cohort. By 
analysing teacher assessment data in B-Squared each term we identify where pupils are making 
Outstanding, Good, or Below Expected progress based on prior attainment, Progression Materials and with 
reference to progress in other SILCS. Where pupils are not making expected progress we work together to 
identify and implement interventions to improve progress.  
 
Teacher Assessment is carried out at least each term. Teachers use B-Squared to assess pupil progress in 
each strand of English, Mathematics, Science, and PSHE and consider targets: Teachers will refer to 
Progression Materials and pupils’ prior attainment, then, at the end of Autumn and Spring terms, identify 
pupils’ progress towards those targets before making a final assessment towards the end of Summer term. 
In the case of pupils new to school, pastoral teachers are expected to carry out a baseline assessment of 
the pupil’s current levels within six weeks of admission, and set preliminary targets for the following July.  
 

b) MAPP (Mapping and Assessing Personal Progress) 
School has introduced MAPP to assess and record the progress of pupils who are working significantly 
below End of Key Stage Expectations. The system has been trialled within the Primary Department, and 
will be extended to Secondary in 2017-18. MAPP allows teachers to break down end of key stage 
outcomes identified in the pupil’s EHCP into annual and then termly or half-termly outcomes towards 
which progress can be assessed and monitored.  
 

c) SENIT Developmental Journal 
Used to assess progress of pupils in Early Years/Reception 
 

d) Routes For Learning: 
‘Routes for learning’ is designed for pupils with Complex and Multiple Learning Needs, who are working at 
a very low developmental level (i.e. at or below P level 3). It provides an assessment tool designed to 
accurately place a pupil’s current level of development and track the progress they are making. Progress is 
tracked through half termly and termly assessment, or whenever a pupil has achieved one of the ‘stepping 
stones’ on their route map. 
 

e) Qualifications and Accreditation: 
Students aged 14-19 study externally accredited units of work. School currently uses the ASDAN (Bronze 
and Silver Awards), OCR (Life and Living Unit Accreditation), in addition to Entry Level, GCSE, AS and A 
levels to certificate pupil achievements. 
 
 
 
 
 
 
 



 
 

2) Recording: 
All pupils have 

 Personal Learning Outcomes (see (a) below) 

 A Pupil Profile (see (b) below) 

 Pupil Workbooks or Learning Journals(see (c) below) 
 
 
a) Personal Learning Outcomes: are set annually and reflect the end of key stage outcomes identified on 
the Education Health and Care Plan. Progress towards these outcomes is recorded throughout the year 
and reported to parents and other professionals at the next Annual Review. (see flowchart) 
 
b) The Pupil Profile is used to store pupils’ personal details including assessments and reports. All Pupil 
Profiles contain: 

 A Pupil Pen Portrait  

 Annual Report to Parents (current and all previous) 

 Current Statement of Special Educational Needs 

 Current Personal Learning Outcomes from Annual Review 

 A record of progress towards Personal Outcomes 

 Other key information as appropriate to the pupil (PLPs, IBPs, PHPs, Personal Risk Assessments, 
PEEPS, Speech & Language Reports etc) 

 Certificates of achievement 
 

c) Workbooks and Learning Journals contain records and levelled examples of pupils’ work demonstrating 
progress and achievement in all core subjects. 
 
 

3) Reporting 
Parents are informed of their child’s progress: 

 on a daily basis through home school diaries or (on secondary inclusion site) via the Student 
Planner. 

 Annually via Annual Reviews and Annual reports 

 Summarily via a Certification of Accredited Courses, and Workbooks/Learning Journals 
 
Information for parents about school’s systems of recording and reporting progress is available in the 
School Prospectus.  
 
 

4) Providing Feedback and Marking Pupils Work 
Pupils’ work in all sessions will be monitored by the class teacher. Teachers must regularly provide both 
oral and written comments on pupil work. (See School’s Feedback and Marking Policy for guidance) 
 
All teacher annotations on pupils’ work should identify the following: 

1. name of the pupil 
2. date the piece of work was completed by the pupil 
3. name of the person completing the evidence 
4. the Learning Outcome which is addressed by the piece of work 
5. an indication of what was required for the task and how the evidence demonstrates success 
6. an indication of the level of support given 
7. next steps. 
8. any additional information you feel is of value/relevance. 

 
 



 
Staff Responsibilities 

 
 
Responsibilities of Subject Leaders: 

 to write long term plans for all Key Stages 

 to monitor medium term plans for their own subjects each term 

 to implement and maintain workbooks for core subjects 

 to analyse and use pupil progress data to inform future planning, delivery and resourcing. 

 to monitor and advise on others’ plans and subject delivery 

 to report to SLT and Governors on pupil progress and subject delivery. 
 
 
Responsibilities of Pastoral Teachers: 

 to carry out a baseline assessment in collaboration with parents within the first six weeks at school on 
new pupils using EYFS SENit, Routes For Learning, P level descriptors, B-Squared steps as appropriate.  

 to carry out termly teacher assessments using EYFS, Routes For Learning, P level descriptors, MAPP or 
B-Squared  as appropriate. 

 to analyse and use pupil progress data using SENit MAPP or B-Squared to inform future planning and 
delivery. 

 to establish and maintain the Pupil Profile for each pupil in their pastoral group.  

 to establish and maintain workbooks/Learning Journals for each pupil in their pastoral group.  

 to ensure that the Pupil Profile and workbooks are clearly labelled, their location in class is clearly 
signposted, and are readily accessible to all staff. 

 to contribute to the setting of Personal Learning Outcomes, record progress regularly and ensure that 
information is forwarded to receiving teachers 

 to plan individual programmes where appropriate 

 to monitor individual programmes where appropriate 

 to produce teaching plans to facilitate the achievement of objectives identified in B-Squared and other 
assessments 

 to record incidental learning on school proformas 

 to comply with agreed “in-house” styles and presentation of all planning, assessment, recording and 
reporting documents. 

 to comply with all imposed deadlines for completion of planning, assessment, recording and reporting 
documents. 

 to display all Planning and Pupil Timetables in an appropriate place in the classroom. 

 to maximise opportunities for pupils’ self review of progress and achievements 

 to report to parents on pupil progress at the end of the year (via School Report to Parents), at an 
appropriate time (via Annual Reviews) and also at the end of a Key Stage 

 to transfer workbooks and Journals, the Pupil Profile, and other pupil information as appropriate (this 
may include personal information that Nursery Nurses or L.S.A.s need to be aware of) whenever pupils 
change classes 

 to meet all statutory requirements. 
 
Responsibilities of Leadership and Management: 

 to monitor all ARR procedures 

 to evaluate all ARR procedures 

 to analyse data on pupil progress and provide feedback to staff, governors and parents 

 to report to Governors on ARR matters 

 to budget for appropriate resources 

 to plan and fund continued training for all staff 

 to implement and monitor all statutory requirements 

 to co-ordinate and distribute Annual reviews and end of year reports. 
 



 
 
Equal Opportunities 
Teachers will ensure that provision reflects cultural diversity, ethnicity, gender, ability, disability and age of 
pupils. 
 
 
Implementation 
Pupils, staff, parents and governors will be aware of the school’s policy. 
 
 
Monitoring, evaluation and review 
The school will review this policy annually and assess its implementation and effectiveness. The policy will 
be promoted and implemented throughout the school. 
 
 
Consultation 
Amended: March 2006. February 2010.               
 
 
Review: July 2008, July 2009, March 2010, June 2010, Governor’s sub-committee January 2011, July 2011, 
July 2012, Revised and Reviewed July 2013, revised and reviewed June 2014, revised and reviewed June 
2015, June 2016, minor correction and amendments October 2016, revised and reviewed July 2017 
 
Next Review: 
July 2018 
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