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Assessment 
 

1. Aims 
This policy aims to: 

 provide clear guidelines on our approach to formative and summative assessment; 

 establish a consistent and coherent approach to recording summative assessment outcomes and 
reporting to parents; and 

 clearly set out how and when assessment practice will be monitored and evaluated 
 

2. Legislation and guidance 
Since the removal of National Curriculum levels in 2014, schools have been free to develop their own 
approaches to assessment. 
 

This policy refers to the recommendations in the Final Report of the Commission on Assessment without 

Levels. 
 
It also refers to statutory reporting requirements set out in the Education (Student Information) 

(England) Regulations 2005: schedule 1. 
 

3. Principles of assessment 
Assessment enables a school to generate information, which in turn supports teachers in making 
judgements about achievement and progress. Validity and reliability are essential components of 
effective assessment. Its purpose also needs to be clear for it to be a meaningful activity and not one 
undertaken for its own sake.    
 

4. Assessment approaches 
At St. Claudine’s we see assessment as an integral part of teaching and learning, and it is inextricably 
linked to our curriculum. 
 
We use three broad overarching forms of assessment: day-to-day in-school formative assessment, in-
school summative assessment and nationally standardised summative assessment. 
 
4.1 In-school formative assessment 
Effective in-school formative assessment enables: 

 teachers to identify how students are performing on a continuing basis and to use this 
information to provide appropriate support or extension, evaluate teaching and plan future 
lessons 

 students to measure their knowledge and understanding against learning objectives, and 
identify areas in which they need to improve 

 parents to gain a broad picture of where their child’s strengths and weaknesses lie, and what 
they need to do to improve 
 

Interleaved testing, questioning, feedback following marking, self and peer-assessments are some of 
the methods used to assess knowledge, skills and understanding as well as identify gaps and 
misconceptions so they can be addressed promptly.  
 
 
 
 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/483058/Commission_on_Assessment_Without_Levels_-_report.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/483058/Commission_on_Assessment_Without_Levels_-_report.pdf
http://www.legislation.gov.uk/uksi/2005/1437/schedule/1/made
http://www.legislation.gov.uk/uksi/2005/1437/schedule/1/made


 
4.2 In-school summative assessment 
Effective in-school summative assessment enables: 

 school leaders to monitor the performance of student cohorts, identify where interventions may 
be required, and work with teachers to ensure students are supported to achieve sufficient 
progress and attainment 

 teachers to evaluate learning at the end of a unit or period and the impact of their own teaching 

 students to understand how well they have learned and understood a topic or course of work 
taught over a period of time. It should be used to support students to evaluate where there are 
gaps in their learning 

 parents to stay informed about the achievement, progress and wider outcomes of their child 
across a period 
 

All students are assessed formally at least twice a year. Internal checkpoints are undertaken more 
frequently within departmental areas in line with their curriculum plans. Agreed checkpoints provide 
a further opportunity to establish a baseline where required. The progress of students with special 
educational needs or disabilities is reviewed twice a year. Standardisation within departments 
ensures the validity and reliability of the outcomes published.  
 
4.3 Nationally standardised summative assessment 
Nationally standardised summative assessment enables: 

 school leaders to monitor the performance of student cohorts, identify where interventions may 
be required, and work with teachers to ensure students are supported to achieve sufficient 
progress and attainment 

 teachers to understand national expectations and assess their own performance in the broader 
national context 

 students and parents to understand how students are performing in comparison to students 
nationally 
 

Nationally standardised summative assessments take the form of GCSEs and vocational 
qualifications at the end of Key Stage 4, and AS levels, A-levels and other post-16 qualifications in 
Key Stage 5.  
 

5. Assessment of students on vocational courses 
The school will ensure that the assessment methodology is valid, reliable and does not disadvantage 
or advantage any group of students or individuals; that the assessment procedure is open, fair and 
free from bias and to national standards; that there is accurate and detailed recording of assessment 
decisions. To this end, the following will take place: 
 

 Ensure that learners are provided with assignments that are fit for purpose, to enable them to 
produce appropriate evidence for assessment. 

 Produce a clear and accurate assessment plan at the start of the programme/academic year. 
 Provide clear, published dates for hand out of assignments and deadlines for assessment. 

 Assess learner’s evidence using only the published assessment and grading criteria. 

 Ensure that assessment decisions are impartial, valid and reliable. 

 Develop assessment procedures that will minimise the opportunity for malpractice. 

 Maintain accurate and detailed records of assessment decisions. 

 Maintain a robust and rigorous internal verification procedure. 

 Provide samples for standards verification/external examination as required by the awarding 
organisation. 



 Monitor standards verification/external examination reports and undertake any remedial action 
required. 

 Share good assessment practice between all BTEC programme teams. 

 Ensure that BTEC assessment methodology and the role of the assessor are understood by all 
BTEC staff. 

 Provide resources to ensure that assessment can be performed accurately and appropriately. 
 

6. Collecting and using data 
The information collected will be shared with students and their parents as part of the published 
reporting schedule. It will also be analysed and used to inform reviews and intervention.  
 

7. Inclusion 
The principles of this assessment policy apply to all students, including those with special 
educational needs or disabilities. 
 
Assessment will be used diagnostically to contribute to the early and accurate identification of 
students’ special educational needs and any requirements for support and intervention. 
We will use meaningful ways of measuring all aspects of progress, including communication, social 
skills, physical development, resilience and independence. We will have the same high expectations 
of all students. However, this should account for the amount of effort the student puts in as well as 
the outcomes achieved. 
 
For students working below the national expected level of attainment, our assessment 
arrangements will consider progress relative to student starting points, and take this into account 
alongside the nature of students’ learning difficulties.  
 

8. Training 
Training on assessment and the use of the data generated as part of this process is provided to all 
members of staff as they join the school. More specific and tailored opportunities, including the use 
of the analysis package currently being utilised, are also available. Regular standardisation occurs 
within departments as part of the weekly meetings. 
 

9. Roles and responsibilities 
9.1 Governors 
Governors are responsible for: 

 being familiar with statutory assessment systems as well as how the school’s own system of non-
statutory assessment captures the attainment and progress of all students 

 holding school leaders to account for improving student and staff performance by rigorously 
analysing assessment data 
 

9.2 Headmistress 
The Headmistress is responsible for: 

 ensuring that the policy is adhered to 

 monitoring standards in core and foundation subjects 

 analysing student progress and attainment, including individual students and specific groups 

 prioritising key actions to address underachievement 

 reporting to governors on all key aspects of student progress and attainment, including current 
standards and trends over previous years 
 



9.3 Teachers 
Teachers are responsible for following the assessment procedures outlined in this policy 
 

10. Monitoring 
This policy will be reviewed every year by the Curriculum Committee.  
 
All teaching staff are expected to read and follow this policy. The senior member of staff in charge of 
assessment is responsible for ensuring that the policy is followed. 
 
All members of the senior leadership team will monitor the effectiveness of assessment practices 
across the school, through: lesson observation, sampling of assessment materials, work scrutinies, 
student progress meetings.  

  



Reporting 
 

Introduction 
 
Reporting to parents on their child’s progress is an essential part of the home/school partnership 
and plays a vital role in raising student attainment. 
 
The aims and guiding principles of reporting at St. Claudine’s are common to all departments. 
 

Aims 
 

 To provide specific information for parents, students and teachers. 

 To enhance home/school partnership. 

 To inform parents and students of student progress in a positive manner. 

 To alert students and parents to areas of concern so that these can be quickly addressed. 

 To provide a starting point for discussion at Parents’ Evenings. 
 

Principles of reporting 
 

 Reports should be positive in their comments and demonstrate a sound knowledge of the child 
concerned. 

 Reports should be submitted by the class teacher and reflect student progress against a course 
description. 

 Reports should highlight student strengths as well as indicating areas in need of development. 

 Reports should be seen as a positive strategy in raising attainment. 
 

Methods of reporting 
 

 Reporting to parents may be formal or informal or both. 

 Formal reporting takes place in accordance with an agreed reporting calendar (see school 
calendar). 

 The format of formal reporting is common across all year groups. 

 Informal reporting may take the form of a note in a planner or telephone call, highlighting 
positive progress or raising concerns. 

 For year 7 and year 12 settling in reports are sent to parents to inform them of how their 
daughters are settling in at the start of a new stage in their educational career. 

 

Timing of reports 
 

 Dates and deadlines for reporting are published in the school calendar at the start of each 
academic year. 

 Where feasible, reports should coincide with the appropriate Parents’ Evening. 
 

Roles and responsibilities 
 

 Heads of Department are responsible for monitoring the reporting process, and for monitoring 
the quality of reports in their own department. 



 Heads of Year/Directors have overall responsibility for monitoring the quality of reporting for 
their respective year group. 

 The member of SLT that oversees reporting will check reports to ensure clarity and accuracy. 

 The Headmistress checks reports before adding final comments where required. 

 Parents receive reports on their children as intimated in the reporting calendar. Advanced 
warning of reports being issued is shared through parental communications. 

 Parents are invited to comment on all reports issued to them. 

 Parents should use the reports as a means to mark progress or to discuss concerns relating to 
their children’s performance. 

 
 

Assessment protocol – vocational courses 

 Course leaders must ensure that the assessment tasks set are in line with the exam board 

requirements and proportionate to the grading criteria. 

 This centre commits to using Pearson’s assignment brief checking service for all of the 

assignment briefs in all courses. 

 Course leaders must decide on a realistic timescale for the task in question and ensure this is 

clearly communicated to the team. Monitoring of staff practice in abiding to the timescale set 

must be put in place by all course leaders. 

 Course leaders must abide by the exam board’s guidelines in terms of resubmission and retakes 

– they must also ensure that their teams follow the same regulations.  

 All assessment and IV plans must be in place using the appropriate Pearson format by October 

half term each year. However, course leaders must bear in mind that assessment plans are 

working documents and, as such, they must be reviewed at least termly. Any resubmission must 

occur with 15 working days.  

 Assessors for the vocational groups are responsible for the safety and security of students’ 

coursework assignments.  

 Students should have access to their own coursework through their assessor.  Students should 

not have access to other students’ work.  

 Students’ work should be assembled by the assessor into a unit of work as the work is 

submitted. Assessors should keep a monitoring record of which pieces of work have been 

submitted by their students.  This should be either on a separate monitoring form or in their 

mark books.  This monitoring sheet should be accessible to the students. If students submit work 

electronically the assessor should have dedicated folder/folders within their own documents in 

order to store this work. 

 All completed assessment sheets and IV sheets should be kept with the work concerned.  

 All assessed work needs to be securely stored; assessment sheets must be signed by assessor 

and student. 

ROLES AND RESPONSIBILITIES 

Senior Manager 
The Headmistress is formally responsible for ensuring that St. Claudine’s School acts in accordance 

with the Examination Board’s terms and conditions of approval. 



The school must: 

 ensure the provision of appropriate resources 

 use integrity to recruit learners 

 provide full and fair access to assessment 

 maintain full and accurate records of assessment 

 comply with Quality Assurance (QA) processes 

 ensure that all certification claims are secure and accurate 
 

The Headmistress, or other members of the Leadership Team, may need to be directly involved in: 

 dealing with appeals from learners that have not been resolved through the immediate 
programme team – see Appeals Process 

 investigating malpractice allegations of a serious nature related to learners or members of staff 
– see Malpractice within BTEC courses 

 liaising with the Examination Board where any serious breach of the approval conditions has 
occurred 

 any aspect of QA which relates to the overall integrity and security of the qualifications offered 
 

Quality Nominee 
The QN is the main point of contact for Edexcel information related to QA. 

The QN should share all information from Edexcel with relevant staff. 

Responsibilities: 

 Ensure the effective management of BTEC programmes 

 Actively encourage and promote good practice 

 Liaise directly with Centre Quality Reviewer 

 Liaise with appropriate centre and Edexcel staff to ensure that: 
- all programmes are approved and registrations are up-to-date 
- all staff are aware of Edexcel requirements 
- there is an accredited Lead Internal Verifier in place for each Principal Subject Area, 

where required 
- assessment and internal verification is effective on all Edexcel BTEC courses 
- Standards Verification is completed successfully 
- Edexcel’s approval conditions and policy requirements are being implemented 

consistently and effectively 
 

Examinations Officer 
This is the person designated by the school to take responsibility for the correct administration of 

learners. 

This person normally acts as the administrator for Edexcel Online. 

Responsibilities: 

 Liaise with Deputy Headteacher Curriculum to ascertain which programmes are running and 
when they start and finish 

 Register learners by 1st November 



 Register learners onto the correct programmes checking that these are the specific titles and 
versions that the learners are following 

 Check registrations carefully to ensure that all data is correct and follow correct procedures if 
amendments are required 

 Give Edexcel Online access to the Quality Nominee 

 Give Edexcel Online access to Lead IVs so that they can register on the OSCA system 

 Ensure access granted is appropriated 

 For programmes including externally assessed units, ensure all exam entries are made according 
to Pearson requirements 

 

Programme Leader 
A Programme Leader or Manager is a person designated by a centre to take overall responsibility for 

the effective delivery and assessment of Edexcel BTEC qualifications. 

The Programme Leader may also be the Lead IV. 

Responsibilities: 

 Liaise with the QN to be aware of information updates and QA requirements 

 Liaise with relevant Edexcel appointed staff undertaking quality assurance, including Standards 
Verifiers 

 Ensure that there are sufficient resources to deliver the programmes and units being operated 

 Ensure that staff have the necessary expertise and, where relevant, qualifications 

 Review the reports arising from QA and ensure that appropriate actions are taken 

 Liaise effectively with the Examinations Officer regarding the registration and certification of 
learners 

Lead Internal Verifier 
A Lead Internal Verifier (Lead IV) is the person identified by the centre who acts as the point of sign 

off for the assessment and internal verification of programmes in a Principal Subject Area.   

The Lead IV has access to accreditation and should register through the online standardisation 

system – OSCA. 

The Lead IV for a subject area is the single named point of accountability for the quality assurance 

and management for the assessment of units and qualifications. 

There is no requirement for the Lead IV to do ALL of the internal verification; their role is to co-

ordinate the internal verification process in their Principal Subject Area. 

The Lead IV should be: 

 A subject specialist 

 Someone with the authority to verify and signing off or oversee assessment outcomes – ideally 
the programme leader 

 Directly involved in the assessment/delivery of a programme, so that they understand the units 

 Able to co-ordinate across assessors and other internal verifiers for a Principal Subject Area 
 

General Responsibilities: 

 Ensure there is an assessment and verification plan for the programmes in the sector which is fit 
for purpose and meets Edexcel’s requirements 



 Sign off the plan and check that it is being followed at suitable points 

 Develop and go through the assessment and IV plan with the assessors 

 Access annual standardisation materials via OSCA and work through with the team including 
having records of this activity 

 Undertake some internal verification and/or assessment for individual units within at least one 
of the programmes 

 Ensure the assessment plans, records of assessment and samples of learners’ work are retained 
for use with Standards Verification if necessary.  Plan to set aside examples of work verified to 
different levels and grades 

 Liaise with the Standards Verifier to ensure that appropriate sampling takes place, if and when 
sampling is required 

 Make arrangements for handover to a deputy or replacement if unable to carry out the role 

 Authorise a maximum of at least one resubmission 

 Sign the Lead Verification Declaration to confirm that samples sent for standards verification are 
complete, accurate and authentic 

 Check the assignment briefs 

 Train new staff on course delivery and assessment including providing access OR information 
that is linked to CPD and Pearson documentation that is relevant to their practice 

 

Internal Verifiers 
This is the quality assurance system used to monitor assessment practice and decisions, ensuring 

that: 

 Assessment is consistent across the programme 

 Assessment instruments are fit for purpose 

 Assessment decisions accurately match learner work to assessment and grading criteria 

 Standardisation of assessors takes place 
 

Internal verifiers can be anybody involved in the delivery and assessment of the programme.  A 

teacher cannot IV their own assessments.  It is good practice that all assessors in a programme team 

are involved in IVing each other’s work. 

Responsibilities: 

 Agree an assessment and verification plan for each programme 

 Check the quality of the assessment instruments to ensure they are fit for purpose 

 Ensure an effective system of recording learner achievement is in place 

 Keep accurate and up-to-date records of the internal verification process 

 Advise on the appropriateness of assessment evidence with regard to level, sufficiency, 
authenticity, validity and consistency 

 Use subject specialism to sample assessments to verify assessors’ judgements, ensuring that 
they are consistent, fair and reliable 

 Ensure own assessment decisions are sampled when teaching on the programme 

 Ensure that appropriate corrective action is taken where necessary 

 Take part in the formal stages of any appeal 

Assessors 
An assessor is anybody responsible for the assessment of learners. 

Responsibilities: 



 Ensure that they have read and understood the programme specifications and the requirements 
of all units being assessed 

 Agree an assessment and verification plan for each programme ensuring full coverage of the 
required units 

 Teach learners the knowledge and skills required to achieve the qualification 

 Design assessment activities which guide learners to provide sufficient coverage of unit content 

 Provide formative feedback to learners on work in progress, identifying areas for improvement 

 Provide summative assessment of the completed work submitted by learners, checking 
authenticity and sufficiency of evidence produced against the relevant learning aims, assessment 
criteria and unit content 

 Accurately record all summative decisions 

 Follow up on any advice from the internal verifier 
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