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In drawing up this policy on record keeping and reporting to parents we
have taken into account the following issues:

% The aims of the school;
+ The regulations and guidance issued by DENI;

+ The statutory assessment requirements at the end of Key Stage 1
and Key Stage 2; (Not currently used)

% The Code of Practice relating to S.E.N;

4+ The views of the staff on good practice on the recording of pupils’
work;

% The need for a manageable and efficient system within the school;
# The school's homework and marking policies.

We make use of record keeping to:
+ Plan teaching;

+ Diagnose pupils’ future learning needs and to inform curriculum
planning;

+ Monitor and plot pupils’ progress at individual and class level and
to acknowledge their achievement;

+ Give teachers feedback on their teaching;
+ Ensure continuity and progression,

# Identify individual, group and within the class specific areas of
difficulty/areas for improvement;

% Provide information to parents;

+ Pass information on to the next teacher about the individual
pupils/whole class;
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# Guide a replacement/temporary teacher;

+ Ensure continuity of education on transfer between classes, Key
Stages and other schools.

We use a wide variety of methods and contexts in order to record the
full range of learning experiences which we provide for our pupils. These
include formative assessment and summative assessment. Formative
assessment (record keeping) is continual and can be conducted either
formally or informally (e.g. teacher observation, teacher questioning,
weekly spelling tests and table tests). Formative assessment can also
consist of homework, extension work and follow up work. We have
agreed that summative assessment in the form of standardised tests
should take place each year in May. We have agreed on the particular
tests for each year group (Appendix 1). The results of these will form
part of the school’s record keeping system.

Role of the Co-ordinator — Mrs. Mulligan

% The day-to-day operation of the school’s Record Keeping and
Reporting Policy.

+ Liaising with and advising fellow teachers and ensuring records
are Rept up-to-date.

+ Contributing to any in-service training of staff regarding record-
keeping.

% In conjunction with the principal, use any funding provided for
record Reeping from the school’s annual budget (e.g. purchase of
standardised tests).

Record of Achievement

Pupils will be encouraged in Year 1 to Year 7 to contribute to their
individual Record of Achievement by being invited to reflect on their own
learning and achievements both in school and in extracurricular
activities. Each Year 7 pupil will be presented with a copy of his or her
individual Record of Achievement in June of that year.
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Storage of Records
Records will be stored in the following ways:

1. Record of Achievement containing:
Personal details;
Learning Support, if applicable;
Achievement and Extra-Curricular Interests;
Annual Reports;
Pupil Profile - Test scores.

2. Class Screens

3. Sample Books containing:
Representative samples of recent work. We aim to collect an
example of each of the core subjects during the year.

4. Individual SEN Folders (one for SENCO and one for Class Teacher)
containing:
Educational Psychologist report (if applicable);
Reports from outside agencies e.g. Literacy Service;
Personal Learning Plans and evidence;
Liaison Records.

5. Teacher Records
Competency records
Topic Tests

6. Pupils’ Assessment Notebooks containing:
Spelling/Tables Tests

Reporting to Parents
One annual interview will be held with parents/quardians:
+ An informal meeting towards the end of October.

Each year in June a written report will be sent out to parents/quardians.
The parent/guardians and school will each retain a copy. The school’s
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copy will form part of the pupil’s individual Record Of Achievement.
The staff has agreed a format for these written reports.

The end of year standardised test results including Year 4/Key Stage 1
and Year 7/Key Stage 2 assessments (when used) will be sent out to
parents in June of that school year as part of the Annual Pupil Profile
(Report).

Records will be transferred between classes/class teachers on or before
30™ of June of that year.

Monitoring And Review Of Policy
This policy was adopted by the Board of Governors on Wednesday,
23rd April, 2014. A Review Record is stored in Mrs. Mulligan’s

coordinator file and the Principal’s office.

This policy will be reviewed on a bi-annual basis or when there are any
changes to practices.

Next Review Date: Autumn, 2026.
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Appendix 1

Standardised Tests

1/2

Year

Screening Tests

Wellcomm (October)

Year Group

Level

Year 1

The British Picture Vocabulary Scale (October)

Year Group Level
Year 1 -
Year 2 -
Key Words Test (May)
Year Group Level

Year 1

First 40 and letter sounds

Year 2

First 100 and 26 initial sounds
and names

Teacher devised Literacy and Numeracy baseline tests:

Sounds and number identification

Year Group Level
Year 2 -
Diagnostic Tests
MIST (February/March)
Year Group Level
Year 2 N/A
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Standardised Tests

Years 3-7
Screening Tests - May
NRIT
Year Group Level
Year 3 1
Year 4 2
Year 5 3
Year 6 3
Year 7 3
Progress Test In Mathematics Progress Test In English
Mental Mathematics
Year Group Level
Year 3 7
Year 4 8
Year 5 9
Year 6 10
Year 7 11
Single Word Spelling Test
Year Group Level
Year 3 B
Year 4 C
Year 5 D
Year 6 E
Year 7 F
Suffolk Reading Test
Year Group Level
Year 3 1A
Year 4 1B
Year 5 2A
Year 6 2A
Year 7 2B
Diagnostic Tests — February/March
QUEST
Year Group Level

Year 3 only -
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