
Assessment  Policy 
 

Sutton Grammar School believes that assessment is an integral part of teaching and 

learning, an important element in the professional responsibility of teachers and an 

essential component in a student’s academic development.  

 

Aims: 

(a)  Assessment should help pupils to develop fully their academic abilities and self-

confidence, to develop skills which they need for reflective and independent 

study and to have a positive impact on pupil’s attitudes and motivation to 

improve their standard of work.  

 

(b)  Assessment both formal and informal, should complement and reinforce the 

delivery of the curriculum.  It should enable the learning needs of individual pupils 

to be identified and allow future teaching strategies to be determined.  

 

(c)  Assessment should recognise individual progress and achievement and provide 

pupils with an opportunity to see what they are trying to achieve, where they 

have done well and where they need to improve.  

 

(d) Assessment should involve a range of techniques, both formal and informal, 

carried out in a variety of contexts which will allow individual pupils to show what 

they know, understand and can do. 

 

(e) Assessment should provide an accurate assessment of pupils’ achievements 

against appropriate standards including our own in-house levels and exam 

specification criteria.  

 

(f)  Assessment and reporting are an integral part of the link between the school      

and parents and should provide parents with meaningful information. 

 

 

 

 Methods of assessment: 

 

All teachers are expected to assess the progress, development and attainment of their 

students on a regular basis and opportunities for assessment are to be built in to all 

schemes of work and lessons.   

 

It is expected that a wide variety of assessment methods will be used in all subject areas, 

with different subjects tailoring assessment methods to fit the subject being taught.  

Departments should use formative assessment to guide teaching and learning strategies 

and content, diagnostic assessment to enable learners’ abilities to be identified, 

summative assessment to identify overall achievement at key points in the learner’s 

school career, evaluative assessment to monitor the effectiveness of the teaching and 

learning and reflective assessment to enable students to consider, understand and plan 

their own progress.  By doing this there will be effective assessment for learning and 

assessment of learning.   The feedback provided against these assessment methods will 

vary with some being written and some being verbal.    

 

Key Assessments are used to monitor the progress of a student from entry until GCSE and 

are set against national prediction data.  These are a central pillar in the school’s ability 



to track progress and set suitable predicted grades and these Key Assessments should be 

used to monitor progress.  It is therefore important that this data is kept up to date across 

the school year. 

 

Different Types of Assessment may include formal assessment by examination (public 

and internal), through controlled conditions work, Key Assessments, homework, practical 

work, routine classroom activities, oral work and class tests and also through pupil self 

and peer assessment. It is expected teachers use the full range of assessment methods 

available for their subject and that assessment within departments is consistent and 

standardised. The feedback given should be made clear and appropriate to the 

assessment.  

 

 

Heads of Department are responsible for: 

 Liaising with the Examinations Officer concerning entries for all external 

examinations and ensuring that all internally assessed units are carried out under 

the right conditions, following the guidelines of exam boards. 

 The organisation of the internal formal assessment of their subject regarding the 

setting and marking of all assessed work and monitoring of agreed departmental 

assessments that will be used to judge a student’s ability. 

 Deciding upon the nature of Key Assessments carried out across the year and 

monitoring the results of these on the MIS.  

 Agreeing with their departments the advice and information which is to be given 

to pupils to enable them to prepare for all internal and external assessments. 

Ensuring that pupils know what the learning objectives are, what will be assessed, 

how it will be assessed and what criteria are being used to make that assessment. 

 Monitoring that effective assessment is taking place within the department and 

that effective and appropriate feedback is being given on all assessment tasks.  

 Monitoring and evaluating agreed schemes of work and teaching strategies in 

the light of assessment outcomes. 

 Ensuring that assessments made can be linked to School reporting systems, Half 

Term Reviews, Sixth Form Reviews and Annual Reports.  

 Organising departmental record keeping. 

 

Individual Subject Teachers are responsible for: 

 Following agreed school and departmental guidelines on assessment and 

feedback 

 Marking and commenting on all assessment tasks in a positive, accurate, 

meaningful and diagnostic manner - returning assessment tasks to pupils in an 

appropriate period of time. 

 Identifying the particular needs of individual pupils and developing their teaching 

and learning plans accordingly. 

 Recording attainment and using information to inform and justify decisions on 

grades awarded on Half Term Reviews Sixth Form Reviews and Annual Reports.    

 

Heads of Faculties are responsible for: 

 Monitoring Departmental processes relating to assessment. 

 Reporting issues regarding assessment to Academic Board. 

 

 

 

 



 

 

Marking 

 
For the purposes of this policy, marking refers to the process by which teachers assess the 

work undertaken by pupils and provides written feedback on how successful that work 

has been.  This policy acknowledges that there are other possible forms of marking and 

that the feedback given in those cases may be oral in nature. 

 

There is no whole school approach to marking and a range of options may be used that 

are fit for purpose and based upon the expertise and experience of the subject teachers 

led by heads of department and monitored by SLT.  It is felt that an overly prescriptive 

approach will not suit all subjects and will limit the effectiveness overall.  As a general rule 

the comments made on the work are of more value than the mark awarded whether 

they are made at intervals in the work or at the end.   

 
Based upon the Report of the Independent Teacher Workload Review Group from 

March 2016 and their subsequent report “Eliminating unnecessary workload around 

marking”  We believe that marking and judgements on practice should be made in the 

light of all marking being  meaningful, manageable and motivating: 

 

Meaningful - Marking varies by age group, subject and what works best for the pupil and 

teacher in relation to any particular piece of work.  Teachers are encouraged to adjust 

their approach as necessary and trusted to incorporate the outcomes into subsequent 

planning and teaching. 

 

Manageable - Marking practice is proportionate and considers the frequency of written 

feedback as well as the cost and time-effectiveness of marking in relation to the overall 

workload of teachers. 

 

Motivating - Marking should always help motivate pupils to progress.  This does not mean 

always writing in depth comments or being universally positive: sometimes short 

challenging comments or oral feedback are more effective.  If a teacher is doing more 

work than their pupils, this can become a disincentive for pupils to accept challenges 

and take responsibility for improving their work.   

 
It is recognised by the school that it may not be possible to mark all the work that pupils 

produce. However, it is important that the majority of work is monitored in some way and 

used to assist in the assessment of the overall progress of students. For example, written 

tasks can assess the quality of pupils' note-taking or research; pupils can give an oral 

report of their work; teachers can discuss pupils' work with them; pupils can mark their 

own work or each other's, following guidelines provided by the teacher. 

 

Whatever marking procedures are adopted within subject departments, it is essential 

that pupils fully understand the criteria being used. The meaning of 

symbols/abbreviations should be explained and, in simple terms, what the levels, grades 

or marks indicate about their work. Whenever possible, guidelines as to how the work will 

be assessed and what the learning targets are, should be provided before the task is 

carried out, so that the marks and comments given will be more meaningful. Attainment 

and effort should be clearly distinguished in comments and when awarding marks. 



 

Presentation, spelling and written expression should be corrected and assessed where 

appropriate in line with the whole school literacy policy.   

 

Pupils' written work should be marked as accurately, thoroughly and as regularly as 

possible and should be diagnostic.  The school recognises the value of accurate, 

thoughtful, and supportive written comments and encourages the use of them whenever 

possible. Such comments should be diagnostic and constructive, indicating strengths, 

weaknesses and ways to improve. Marking should be seen as assessment for learning. 

Comments should relate to the marks or grades given and should be seen as an on-

going dialogue between teacher and student.  Comments indicating progress should be 

made from time to time.  Departments should decide on appropriate strategies suited to 

the nature of the subject and the learning stage being assessed. 

 

The results of marking should be recorded in the most appropriate way, for example: 

mark books/lists, checklists, teacher record cards/sheets. Department heads should set 

up electronic mark recording systems and key assessments should be entered on the 

school MIS system. It is understood that these records can be called upon at any time for 

scrutiny. 

 

It is important that there is a clear link between marks awarded and the levels of 

attainment given on the Half Term Reviews, Sixth Form Reviews and the Annual Reports to 

parents (see reporting and recording policy).  Therefore there should be at least one 

formal assessment of the pupils between the awarding of these grades.  

 

Other forms of feedback 

 

This policy also acknowledges that there are other forms of feedback that may be given 

to students such as recorded, online marked and verbal.  It is expected to be frequent 

and personalised but there is no requirement that this is recorded.  It may also be given 

at different stages in the learning process and should be fit for purpose.  Feedback is 

seen as integral part of the learning loop and essential to developing motivated 

independent learners.    

 

 

Heads of Departments and Individual subject teachers are responsible for ensuring that 

marking:  

 

 is based on SGS levels and their criteria where that is a requirement, 

 is based upon exam board mark schemes and standards where that is a 

requirement. 

 identifies errors so they can be corrected, 

 identifies strengths and weaknesses, 

 gives suggestions and encouragement for improvement,  

 praises positive achievement, 

 is consistent within the department. 

 Is moderated effectively for both examined and non-examined work.  

 Identifies spelling, punctuation and grammar errors in line with the whole school 

policy 

 

 

 



Heads of Faculty are responsible for: 

 

 Reporting departmental procedures, which relate to marking to the Academic 

Board.  

 Monitoring departmental procedures to marking ensuring that each department 

does an appropriate amount of marking in line with the appropriate criteria 

which informs any interim judgments reported to parents.  
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