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Herne Bay High School’s 
Assessment and Reporting Guidelines 

Guidelines reviewed 
by 

Mrs A Golding Date of last review  July 2022 Date of next review July 2023 

Purpose of guidelines 

The aims and guiding principles of assessments should be common to every department in the school and should 
be the basic principles of all assessments set by departments for all year groups. These guidelines outline criteria 
departments will use for creating an assessment structure that supports their curriculum structure.  
Assessment lies at the heart of outstanding pedagogy empowering students to reach their targets and achieve 
success. Assessment supports the students’ learning and improves attainment through effective feedback 
showing the student how further progress can be made. 
 
The purpose of assessment is to provide a clear statement for parents, governors, staff, and students. This will 
include: 

• Providing information on student attainment and progress 

• Allowing for course monitoring and evaluation within departments to improve learning and teaching  

• Allowing the acknowledgement of achievement at all levels to maintain student motivation 

• Acting as a positive aid to the performance of each student, by providing clear information to students 

about what they have done well and the skills they are already competent in and successful at and 

identifying areas for improvement for each student to ensure provision of appropriate intervention that 

supports progress 

• Preparing students for external examinations and awards  

The aim of assessment is to have both student and teacher aware of what has been learnt and where there 
are gaps in knowledge, their areas for development, the progress that has been made and how to take the 
next steps to improve. 
 

Key points Frequently Asked Questions 

• There will be a natural rhythm to the 
assessment and reporting schedule for the 
year that will be repeated each term for all 
students.  

• Results from mid-term and end of year tests 
will be entered into SIMS.  

• It is expected that teachers will have 
supported their students in preparing for 
assessments by setting revision homework 
tasks. 

• Assessments will be reviewed prior to delivery 
by the Assessment Panel. BTEC qualifications 
will use the Assignment checking service * 

• The outcomes of assessments should provide 
the student, class teacher and HOD with the 
requisite information to ensure progress is 
being made. Where there is a lack of progress 
identified measures will be put in place quickly 
to address this.  

• Performance meetings will be held to give the 
HOD the opportunity to present current data 
and areas for development and actions 
required.  

• Do I have to write the test myself? 
HODs will prepare the assessments and will provide 
teachers the appropriate mark schemes and 
marking guidance along with the grade boundaries.  

• As a practical subject teacher do I have to do 
assessments with the students in my lessons? 
HODs will determine whether a written or practical 
assessment is appropriate. 

• Will there be any standardisation or moderation of 
marking? 
Following the assessment, the HOD will lead on the 
moderation of marking across their teams. For any 
BTEC qualification the IV process will follow every 
Assignment for each component or unit is 
completed. 

• What happens after the assessment? 
Assessments should be marked promptly by the 
teacher and the scores entered into SIMs 
marksheets. Teachers will support students in 
identifying their areas of strength and what they 
need to do to improve those areas that require 
additional work.  

• Can teachers set additional assessments? 



P a g e  | 2 

 

• The reporting of student progress to parents 
will happen regularly throughout the year. 

• Teachers will enter a predicted grade for each 
student in year 10 and 11 in their class 
periodically throughout the year.  

 

Yes. Additional low-stakes quizzes, more formal 
exams and practical assessments may be carried 
out at any time the teacher and HOD deem it 
appropriate to support student progress.  
 
 

 
* https://qualifications.pearson.com/en/support/support-topics/assessment-and-verification/btec-assessment-and-verification-
tools.html 

  

 
Rhythm of the year 
 
There will be a natural rhythm to the assessment and reporting schedule for the year that will be outlined in the 
driving improvement plan calendar each year.   
 
Mid-Term Assessments 
 
The 2-week window for assessments allows time for teachers to prepare students for assessments with specific 
revision tasks, carry out assessments, mark assessments, provide students with feedback, carry out DIRT (reflection 
and improvement) or gap analysis with students. Assessments are to be a cumulative as the year progresses. To that 
end each assessment will: 

• Test knowledge taught since the previous assessment 

• Test knowledge taught since the start of the year/course 

• Have a form of question(s) that links to expected GCSE 

• Have an application to a different or unknown situation 
 
For practical subjects HODs will determine whether a written or practical assessment is appropriate. 
 
It is expected that teachers will have supported students in their preparation and revision for assessment weeks by 
setting appropriate classwork and homework tasks. 
 
For Pearson qualifications (BTEC’s) the assessments will follow the subject specific assessment and IV plan. HOD’s 
are required to ensure that a whole grade is entered into the school sims system for that assignment or 
module/component.  Feedback to students may be conducted outside of assessment windows to comply with 
Pearson assessment policy. 
 
When preparing assessments HODs will ensure the marking criteria is clear for teachers.  
 
Assessment Panel 
 
Each assessment delivered will have been reviewed by the Assessment Panel. The Panel will ensure the moderation 
of each subject’s assessments. The assessments, mark schemes and grade boundaries will be sent by the HOD to the 
AP for review by the Panel.  For Pearson qualifications the Quality Nominee (QN) will monitor and review IV 
schedules across the academic year. 
 
Outcomes of Assessment 
 
The outcomes of the assessment should provide the student, class teacher and HOD with the requisite information 
to ensure progress is being made. Where there is a lack of progress identified measures can be put in place quickly 
to address this. The class teacher will support students in identifying their areas of strength and what they need to 
do to improve areas which require additional work. The HOD will lead on the moderation and standardisation of 
marking of the assessments each term. The outcomes of the assessment will be entered into SIMs as a percentage 
score.  
 

https://qualifications.pearson.com/en/support/support-topics/assessment-and-verification/btec-assessment-and-verification-tools.html
https://qualifications.pearson.com/en/support/support-topics/assessment-and-verification/btec-assessment-and-verification-tools.html
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Performance Meetings 
 
The Performance Group meetings will give the HOD and subject TLR holders the opportunity to present current data 
and areas for development and to discuss the actions to be taken.  
 
Reporting 
 
The reporting of student progress home to parents will happen regularly throughout the year. In addition, parents 
will have access to all data via the MyEd app. Student reports will include a cover letter that explains the information 
being shared with them.  
 
Roles and Responsibilities 
 
The role of students is: 

• To carry out revision tasks so they are fully prepared for assessments 

• To review their results from assessments and identify areas of strength and areas for improvement 

• To address gaps in knowledge identified in the exam review period 

• To attend intervention support sessions put in place to address a gap in knowledge 

• To inform their teacher if they have concerns regarding their performance in an assessment 

The role of parents is: 

• To support their child in the completion of revision tasks  

• To support their child in the addressing of gaps in knowledge identified from assessments 

• To support the school if intervention support sessions are put in place 

• To liaise with the school if they have concerns regarding the performance of their child in an assessment 
 
The role of teachers is: 

• To have an accurate and comprehensive understanding of the strengths and areas for improvement of each 

student 

• To provide up to date and accurate information about the current working grade/level of each student 

• To set students appropriate tasks to ensure they make rapid progress 

• To encourage independent learning in students by providing feedback to each student about what they are 

doing well and what they need to improve 

• To provide written feedback at appropriate and regular points 

• To plan and deliver lessons that ensure each student is provided with the right level of challenge and set high 

expectations to ensure sustained progress 

• To carry out assessments in line with the driving improvement calendar 

• To give students warning of upcoming assessments, providing them with revision time and communicate the 

content required to be learnt 

• To use data to provide interventions within lessons and beyond the classroom that address gaps in 

knowledge 

• To make available assessment results and progress information to students and parents 

• To enter predicted grades into SIMs for students in years 10 and 11 which inform parents of the estimated 

grade their child will attain at the end of the course 

• To update SIMs in line with the driving improvement calendar so that reports can be sent to parents 

informing them of the progress of their child 

The role of HODs is: 

• To ensure teachers are clear about the aims of the assessments carried out during mid-terms 

• To ensure formative assessment is part of the lesson planning process and lesson delivery through the 

completion of mid-term topic tests 

• To have a department specific statement that promotes and embeds the school assessment guidelines 
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• To ensure assessments are in place and are related to the SOL and assess the topics being learned by the 

students. Assessments should be informed by the assessment objectives from external exam specifications 

• To ensure assessments are submitted to the Assessment Panel prior to the deadline 

• To ensure teachers carry out assessments in line with the format and conditions set out in the department 

statement which should be in line with how the subject is externally assessed 

• To ensure assessment is calendared into the SOL so that ample warning is given of upcoming assessments 

and assist teachers in preparing students for their assessments 

• To promote a culture of high expectations in their subject area and conduct assessments that deliver these 

high expectations 

• To lead department meetings where mark schemes and success criteria are discussed prior to the marking of 

assessment to support the standardisation of marking across the department 

• To ensure moderation and standardisation of the assessments themselves, the marking of the assessments 

and the outcomes of the assessments 

• To check that teachers have met marking and data entry deadlines 

• To quality assure the assessment process and ensure the data entered into SIMs is accurate 

• To provide support to teachers who have not met assessment deadlines 

• To use the data from assessments to develop SOL and improve lesson planning to ensure students are 

making good or better progress 

• To use the data from assessments to plan interventions that are personalised and specific to groups of 

students which supports those students who are not making or exceeding expected progress 

• To ensure training is provided for teachers in the use of external examination specifications and marking 

criteria 

The role of the leadership team is:  

• To lead on and monitor assessment practices to ensure the assessment guidelines are implemented 

rigorously and are effectively evaluated  

• To support HODs and teachers in effective assessment practice identifying and addressing any training needs 

• To support HODs and teachers in effective use of assessment data to ensure student groups make good or 

better progress and ensure underachievement is addressed and gaps closed 

• To liaise with the AP to ensure classroom assessment practices provide high quality feedback to all groups of 

students and empower each student to make further improvements and progress  

• To ensure assessment practices within and between departments are rigorous and that moderation, 

standardisation and benchmarking have been thorough and accurate 

• To promote the sharing of good practice so that all HODs are skilled in standardisation and their teachers are 

effective in applying mark schemes and success criteria 

• To liaise with the AP to identify and address any training needs relating to the use of assessment for lesson 

planning 

• To ensure intervention is provided for underachieving groups of students 

• To ensure information about student progress is reported to students, parents, staff, governors, and 

external agencies in a clear and timely manner 

Monitoring and Evaluation 
 
The monitoring and evaluation of the assessment and reporting guidelines will be carried out by the AP and the 
Leadership team. The guidelines will be reviewed at on an annual basis to evaluate strengths and areas for 
improvement. HODs will have a clear department statement outlining how the assessment and reporting guidelines 
will be implemented in their department. The monitoring of assessments and the impact of assessments will be 
carried out through the process of self-evaluation by the HOD. 

Mrs A Golding  
Assistant Principal 

June 2022 


