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Sutton Grammar School  
 

 Recording and Reporting 
 
1. Introduction 
 
Recording and reporting play an integral role in the teaching and learning process. They are governed by 
regulations made under the Education Act 2005. 
 
2. Aims 
 
Recording is used to identify individual pupils' achievements against appropriate standards including National 
Curriculum Attainment Targets and KS 4 and 5 examination specifications and to provide the means whereby:  
 

 pupils' progress may be reviewed regularly and appropriate targets set for the future,  
 

 teachers can evaluate the effectiveness of their teaching programmes and influence lesson 
preparation and longer-term curriculum planning,    

 

 continuity and progression can be assisted when pupils move from year to year, teacher to teacher 
and from school to school,  

 

 assistance is given to the task of assigning pupils to teaching groups,  
 

 arrangements can be made for students requiring specific educational support 
 

 decisions are made concerning entry tiers for GCSE examinations if appropriate 
 

 a sound basis is provided for reporting attainment and progress to parents. 
 
Reporting is used to provide parents with an overview of their son.  Effective reporting should provide the 
means whereby: 
 

 parents receive a clear picture of their child's activities, achievements and progress including 
attainment within the National Curriculum and against examination specifications,  

 

 comments and grades have a positive effect on the pupils' attitudes, motivation, awareness of their 
own learning and self esteem,  

 

 targets are set for the future, 
 

 the relationship between school and parents is developed by encouraging parental involvement and 
support. 
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3. Policy Notes 
 
It is the policy of the School to fulfil the aims as follows: 
 

Recording 

 
All teachers are required to keep a record of the development, progress and attainment of pupils. They should 
be prepared to contribute to discussion with those concerned with the progress of a particular pupil, including 
the pupil himself. They should also be prepared to contribute to written statements about the development, 
progress and attainment of all pupils. 
 
The record should contain assessments which relate to the whole development of a pupil in all aspects of a 
given subject which may be related to National Curriculum or GCSE and A Level examination specifications.  
 
Teachers are required by the school to record formally the levels attained in each attainment target by each 
pupil towards the end of Key Stage 3.  Although there is no need to report this data to the DfE it will be used to 
generate future targets.  
 
Heads of Faculty/Departments are required to keep a central record of the progress of each pupil (based on 
National Curriculum criteria where that is a requirement), which is kept up to date on an annual basis. 
 
Records are used to inform the teacher of where the needs for personalised learning for each student are.   
 

Reporting 

 
The progress, attainment and future development of pupils is reported by: 
 

 the use of Half Term Reports (HTR) to give a brief report to parents of Years 7 to 11 pupils on a regular 
basis, 

 

 the use of Sixth Form Review (SFR) sheets to give a more detailed report to parents of sixth form 
students on a regular basis,  
 

 the issue of Annual Reports to parents of all pupils, giving a detailed subject by subject breakdown of  
academic performance and personal development covering Citizenship, other enrichment activities 
and experiences, the student’s attendance record and any causes for concerns 
 

 the use of weekly report forms for identified pupils selected by Heads of Year or Heads of Faculty to 
provide closer lesson by lesson feedback.  
 

 the use of a parents evening for each year group annually. 
 

 Specially arranged meetings with parents and whose sons are causing concern or who may be on the 
school SEND register. 
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4. Annual Reports to parents: 
 
These are submitted once a year on a periodic schedule.  Examination classes in Y11 and Y13 are reported on 
in the spring term prior to their examination period, while  Y10, Y9, Y8 and Y7 are reported on in the summer 
term. Y12 are not reported on fully in the year but instead comments are made on the Y12 SFRs.   It is the 
intention that Annual Reports:- 
 

 Will contain comments which refer to the progress, achievements and future areas for the 
development of individual students in each subject. These may include strengths and weaknesses in 
aspects of the pupil's work (written, oral, practical, homework, assessments, behaviour, 
examinations) and in the core skills (communication, problem solving, personal, numeracy, IT, 
modern language). Comments should be constructive and enable parents and pupils to understand 
how to improve their work and set targets for the future. 

 

 Will contain a Current Academic Performance (CAP) and effort grade for each subject based on the 
criteria given in this, Recording and Reporting policy.  These will apply from years 7-13.  Target Grades 
as set by predictions from Fisher Family Trust Data and internal KS3 data as well as Predicted Grades 
at Examination level (Y10-13) will also be given on Annual Reports.  

 

 Will give a level of attainment in each core and foundation subject at the end of Year 9 based on 
National Curriculum and modified internal criteria. 

 

 Will comment on the level of attainment at KS4, in relation to grades in the GCSE examination. 
 

 Will be written with the parent as the primary audience while acknowledging its practical use for 
pupils. 

 

 Will include a pastoral report by the Form Tutor which reflects on the student’s personal 
development, their contribution as a citizen of the school, their attendance and punctuality and their 
overall approach to school life. 

 

 Will include an academic and possibly pastoral comment by the Headmaster. 
 

 May include a pastoral and academic comment by the Head of Year. 
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Information on Implementation of the Reporting System  
 
Administration of Annual Reports 
 
Departments are responsible for agreeing boundaries for each year group in terms of what is included in 
subject reports above and beyond the statements above.   
 
All Annual Reports are to be inputted into the correct screen in the school Admin system/SIMS by the named 
subject teacher.  A schedule for deadlines is on the annual school calendar and will be reproduced in an at a 
glance form for all teaching staff annually.  Subject teachers type their comments, including effort and CAP 
grades and examination marks, into the computer system.  For years 7-11 and 13 CAP and effort are graded 
according to the description given for the Half Term Reports (see below).  For years 10,11 and 13 Target 
Grades and Predicted Grades will also be entered on End of Year Reports.  In 2016/17 there are no Annual 
reports for Y12.  

 
Individual subject teachers are responsible for the accuracy of their spelling, grammar and typing.  It is a 
central tenet of this policy that teachers take pride in and responsibility for the accuracy of their work.  Heads 
of Department are responsible for instigating methods that ensure that any mistakes are picked up at a 
departmental level, either through paired reading of reports, submission of all reports to them in a word 
format, or careful proofreading themselves.  

 
Comments are to be made by the Form Tutor and guidance is given on an annual basis as to how these are to 
be completed.  Form Tutors may make use of data regarding attendance and punctuality, their own knowledge 
of the student and the “How am I Making a Difference” page in the Student planner which monitors their 
contribution to school life and the wider community.  All tutors should read the complete set of subject 
reports for their form prior to writing their report.  This is to ensure familiarity with the student and should 
also act as another check to any mistakes/errors on the reports which can be amended on the system screen 
or in more severe cases referred back to the relevant subject teacher or HOD.  
 
A school report reply form is issued to pupils with the Annual reports and pupils and parents are asked to 
comment on the report. These forms are to be collected in by Form Tutors after the report has been read and 
reflected on by the parents and students.  In Years 7-9 at present the report is an essential part of the target 
setting process.  
 
It is requested that Form Tutors carry out a last check of each report, looking for any spelling/typing errors. 
Form tutors should then sign the reports in the requested place. A further check is carried out by Assistant 
Head (Reporting) to ensure that reports are as accurate as possible.  
 
Attendance figures are automatically calculated by the School Admin system and transferred onto the report . 
 
When the pupils’ reports are complete they are distributed with Report Reply Forms via form tutors and are 
given to pupils and parents in an addressed envelope which can be done by the students themselves. 
 
When all reports are completed a file will be added to the following folder Q:\Reporting and Recording\Pupil 
reports and added into the file for that given academic year.  Paper copies will not be stored in pupil files in 
the interest of sustainability.  
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5.  Half Term Reports Years 7 to 11 (HTR’s) 

 

These are awarded at three stages throughout the year to all students in years 7-11 using the assessment grid 
below. 

 

 
 
 
The descriptors under each number are intended to apply to all subjects at all stages of the school.  Subjects 
where there is a heavier emphasis on assessment through testing are catered for as are subjects where group 
work plays a big role in the assessment strategy.  The Attainment statements tie in to all areas in which 
students can attain and likewise the Effort statements draw upon a number of measures of effort, applicable 
to all subjects. 
 
Additional Grades need to be entered on KS4 Reports (Y10 and 11) with subject teachers being asked to 
provide a Predicted Grade for that student based upon progress in consideration of a final target grade that is 
also on the report and is calculated using Fischer Family trust and internal KS3 data.   
 
HTRs are a quick measure of PROGRESS and are a subjective assessment of the student by the teacher and are 
expected to be backed up by assessment evidence. 
 
Staff are requested to put each student into one of the descriptors. Marks must not be awarded across boxes.  
It should be done on a best-fit basis.  The comment box on the HTRs enables any justification for these 
decisions to parents but the basis of this decision lies with an agreed departmental set of levels that can be 
applied consistently across all students in a year group.   
 
It is expected that the students at Sutton Grammar will be working at a good level or above and hence the 
descriptors for good CAP and effort fall in the middle of the grid. For this reason, a student working at the 
expected level for this school will be awarded with a G-G grade. 
 
The reality is that most of our students will fall in E and G for both CAP and Effort and in a typical class of 24- 
30 students, there would be 2 or 3 in the top band, 10 or so each in the next two bands, a handful in the fourth 
band  and 1 or 2 in the bottom one.  It corrupts the normal Bell curve diagram but weighting it towards the top 

 Current Academic Performance 

(CAP) 

 Effort 

 

O 

 

 A student working at this level will produce 

outstanding work.  His homework, tests and class work 

reveal an excellent level of understanding and 

application of the subject.  He makes an insightful 

contribution in class and group work. 

 

O 

 A student working at this level displays an outstanding 

attitude to his learning.  Homework is always punctual, 

neat and thorough and tests are very well prepared for.  

His behaviour is excellent and he forms positive 

relationships with staff and peers. 

 

V 

 A student working at this level will produce very good 

work.  His homework, tests and class work reveal a 

very good level of understanding and application of 

the subject.  He makes a thoughtful contribution in 

class and group work.  

 

V 

 A student working at this level displays a very good 

attitude to his learning.  Homework is always punctual, 

neat and thorough and tests are well prepared for.  His 

behaviour is very good and he forms strong relationships 

with staff and peers.   

 

G 

 A student working at this level will produce good 

work.  His homework, tests and class work reveal a 

good level of understanding and application of the 

subject.  He makes a good contribution in class and 

group work. 

 

G 

 A student working at this level displays a good attitude to 

his learning.  Homework is nearly always punctual and 

neat and tests are prepared for.  His behaviour is good and 

he forms good relationships with staff and peers.   

 

S 

 A student working at this level will produce some 

unsatisfactory work.  His homework, tests and class 

work reveal some weakness of understanding and 

application of the subject.  He makes weaker 

contributions in class and group work. 

 

S 

A student working at this level will display some 

unsatisfactory attitudes to his learning.  Homework is not 

always punctual or neat and tests are not always prepared 

for.  His behaviour is not always conducive to learning. He 

may struggle to form sound relationships with staff and 

peers.   

 

P 

A student working at this level will produce poor work.  

His homework, tests and class work reveal a lack of 

understanding and application of the subject.  He 

makes a limited contribution in class and group work. 

 

P 

 A student working at this level displays a poor attitude to 

his learning.  Homework is not punctual or neat and tests 

are not prepared for.  His behaviour is poor and he forms 

poor relationships with staff and peers.   
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end, a reasonable expectation for a school of this type.  Subjects where students are in sets or doing optional 
subjects may find a different distribution is evident. 
 
 
Administration of HTR’s 
 
All Marks are to be submitted using Marksheets on SIMS. Guidance for doing this is available in the appendix 
to this document.  You will be able to enter marks for all classes taught.  As you progress through the year, all 
previous marks will be accessible to you so that you can see what you have awarded previously and keep an 
eye on pupil progress.   
 
Once HTR’s have been issued by Form Tutors, students are expected to take them home and return a signed 
slip from parents or carers acknowledging their receipt of the report.  Form Tutors and Heads of Year should 
use these reports to monitor the academic progress of their students over the year.   Heads of Year should 
carry out a thoughtful analysis of the grades after each round and use the data to address any issues arising.   
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6. Sixth Form Reviews Years 12 AND 13 

 
These are issued to pupils by the Form Tutors three times each year.  For Year 12 and 13 this is in October, late 
December and March..  This ensures regular reporting to the parents takes place throughout the year.   
 
SFR’s are a quick measure of PROGRESS and should provide an at a glance impression of how students are 
getting on to ensure that weaker students can be picked up and that students and parents have a good 
ongoing dialogue with their teachers. 
 
Teacher’s Responsibilities 
 
The description box, used for HTR’s is applicable for SFR’s as well, when awarding a CAP and an Effort grade.  
The only additional grade that will be awarded is a Predicted Grade that indicates what the teacher feels that 
student will get in that subject at the end of the course based on their current work.  This may be based upon 
the Target Grade that will also appear on the report and which is calculated using Fischer Family Trust and 
Internal data.  It is expected that this Predicted Grade is agreed across all subject teachers in any given subject 
and is a reflection of the final outcome of the course, not the individual units.  It is therefore the responsibility 
of HoD’s to ensure this consistency.  
 
In Y12 only all staff must make a comment on all pupils as this is replacing the need for an Annual Report.  
Comments made be made about Y13 students but it is not compulsory.      
 
Staff are requested to put each student into one of the descriptors. Grades and numbers must not be awarded 
across boxes.  It should be done on a best-fit basis.  The comment box on the SFR’s enables any justification for 
these decisions to parents but the basis of this decision lies with an agreed departmental set of levels that can 
be applied consistently across all students in a year group.   
 

 
   
Additional Information on the Review sheet 
 
All this information is added automatically onto the report and there is no need for teaching staff to input this 
data. 
 
The TG grade is a Target Grade for that subject, set by predictions from Fischer Family Trust Data.  
 

 Current Academic Performance 

(CAP) 

 Effort 

 

O 

 

 A student working at this level will produce 

outstanding work.  His homework, tests and class work 

reveal an excellent level of understanding and 

application of the subject.  He makes an insightful 

contribution in class and group work. 

 

O 

 A student working at this level displays an outstanding 
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neat and thorough and tests are very well prepared for.  
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V 

 A student working at this level will produce very good 

work.  His homework, tests and class work reveal a 

very good level of understanding and application of 

the subject.  He makes a thoughtful contribution in 

class and group work.  
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 A student working at this level displays a very good 

attitude to his learning.  Homework is always punctual, 

neat and thorough and tests are well prepared for.  His 

behaviour is very good and he forms strong relationships 
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G 

 A student working at this level will produce good 

work.  His homework, tests and class work reveal a 

good level of understanding and application of the 

subject.  He makes a good contribution in class and 

group work. 
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 A student working at this level displays a good attitude to 

his learning.  Homework is nearly always punctual and 

neat and tests are prepared for.  His behaviour is good and 

he forms good relationships with staff and peers.   
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 A student working at this level will produce some 
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work reveal some weakness of understanding and 

application of the subject.  He makes weaker 

contributions in class and group work. 

 

S 

A student working at this level will display some 

unsatisfactory attitudes to his learning.  Homework is not 

always punctual or neat and tests are not always prepared 

for.  His behaviour is not always conducive to learning. He 

may struggle to form sound relationships with staff and 

peers.   

 

P 

A student working at this level will produce poor work.  

His homework, tests and class work reveal a lack of 

understanding and application of the subject.  He 

makes a limited contribution in class and group work. 

 

P 

 A student working at this level displays a poor attitude to 

his learning.  Homework is not punctual or neat and tests 

are not prepared for.  His behaviour is poor and he forms 

poor relationships with staff and peers.   
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The Attendance Data will be automatically entered on the system.  
 
 
Administration of SFR’s 
 
All Marks are to be submitted using Marksheets on SIMS. Guidance for doing this is available in the appendix 
to this document.  You will be able to enter marks for all classes taught.  As you progress through the year, all 
previous marks will be accessible to you so that you can see what you have awarded previously and keep an 
eye on pupil progress.   
 
Once SFRs have been issued by Form Tutors, students are expected to take them home and return a signed slip 
from parents or carers acknowledging their receipt of the report.  Form Tutors and Heads of Year should use 
these reports to monitor the academic progress of their students over the year.  Heads of Year should carry 
out a thoughtful analysis of the grades after each round and use the data to address any issues arising.   
 
The Head Teacher should be informed of any pupil who gives cause for concern or praise. 
 
 
7. Reports to receiving schools 
 
In the event of a request from a receiving school for one of our current pupils a copy of all school reports to 
date will be given as well as a more individualised reference that is completed by the Head of Year or Deputy 
Head Teacher.   
 
8. Co-ordinator 
 
The co-coordinator for Recording and Reporting is Mr Simeon Brook. Questions about the procedures should 
be addressed to him.  He will be responsible for annual amendments and updates to this policy.  
 
 
 
Mr Neil Price 
 
July 2019 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


