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Ethos 
 
Mary Ward instituted schools for girls to enable them to discern their vocation and develop 
their distinctive gifts thereby serving and enriching the community. Assessment, recording 
and reporting are ways in which we seek to identify pupils’ strengths and weaknesses and 
encourage them to do their best. 
 
Rationale 
 
We monitor the quality of education that we provide and ensure that there is a framework 
in place to assess pupils’ work regularly and thoroughly. We use information from that 
assessment to plan teaching so that pupils can progress.  
 
Assessment is the evaluation of responses, both verbal and written. At St Mary's School, 
Cambridge (‘the School’) the main aim of assessment is to contribute to the process, which 
helps all pupils from our Early Years to the Sixth Form, including our Boarders, to become 
better learners and more confident pupils. Assessment should be encouraging, evaluative, 
diagnostic, informative and motivating for the pupil, the teachers and parents. 
 
The School uses informal and formal assessment. In the Senior School formative assessment 
is flexible and each teacher or department is free to choose appropriate methods to develop 
and assess the knowledge and skills specific to the subject studied. Similarly, thinking skills 
and attributes taught through High Performance Learning are assessed flexibly. 
 
Purposes of Assessment 
 
Assessment has different aspects which can broadly be defined as diagnostic and summative. 
It provides information for pupils on their progress and attainment in particular skills both in 
individual terms and in relation to the peer group in the School and ultimately national criteria. 
Teachers use it to judge their effectiveness in achieving aims and objectives. Pupils are also 
given information about how their learning fits into expected progression of skills in each 
subject. Assessment gives a framework to evaluate achievement. Needs of pupils can also be 
identified and met. Pupils' progress and development can be monitored.  
 
Methods of Assessment 
 
A range of methods is used at School. This is governed by the different skills required within 
subjects. Methods include: 

• Observation 

• IT including videoing and recording 

• Formal teacher-marked assignments with grades and comments 

• Informal daily activities such as participation in class 

• Formal standardised examinations are held annually for years 1-13 

• Tests 

• Practical, oral and aural assessments 

• Coursework for specific disciplines 

• Homework, assessed formally or informally (by, for example, peer assessment), is set 
for all years, from Year 1 as appropriate, with a homework timetable from Key Stage 
2 to ensure an even workload 
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Tracking and Monitoring 
 
We operate a Whole School Tracking and Monitoring system which aims: 

• To ensure pupils make academic progress that is appropriate to their current level of 
performance 

• To highlight, in a timely manner, pupils who are having difficulty with aspects of their 
work  

• To highlight, in a timely manner, pupils who are demonstrating excellent standards of 
work  

• To inform planning to meet the needs of pupils  

• To foster independent learning  

• To encourage pupils to reflect on their progress and to learn how to learn  
To communicate to parents clear information about their daughter’s progress 
 

Review of Policy 
 
The Head of Juniors and the Senior School Director of Studies are responsible for this Policy.  
 
Date of review: September 2020 
Date of next review: September 2021 
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Junior School Procedure 
 
Marking  
 
1. Only green pen is used for the marking of all pupil work. 
2. All work is corrected, where possible, before the next lesson and if possible and 

appropriate, in the presence of the pupil. 
3. Correct work is marked with a tick and accompanied by a positive, informative and 

personalised comment, including the appropriate next step- indicated by a T in a circle 
- the pupil should take.  All comments are legible. 

4. Incorrect spelling/punctuation/grammar is marked in line with the marking plan 
attached to this policy and appropriate to the pupil. 

5. All pupils are encouraged to respond immediately to the teacher’s marking.  The 
errors are discussed with the pupil who makes the appropriate corrections.  The 
objective for the pupil is to avoid repeating the same mistakes in subsequent pieces of 
work. The pupil responds and corrects in violet pen.  

6. In Maths corrections are carried out and checked by the teacher. 
7. When it is appropriate for pupils to repeat work and produce a perfect copy, the 

original is kept for comparison to indicate progress. 
8. Teacher comment includes concern for the presentation of the work. 
9. Pupils may mark their own work or the work of others where this is seen as a learning 

exercise. However, the teacher also checks and marks this work. 
10. Provision is made by the teacher when it is clear from a marked piece of work that the 

pupil requires further teaching to correct particular errors. 
 
The intention of St Mary’s Junior School is that parents and guardians who are an essential 
part of the triangle of teaching and learning are kept abreast of progress as it takes place.  
 
Entrance Assessment  
 

• Each pupil entering St Mary’s between the age of 4 and 6 is interviewed informally 
and given informal tasks to complete, to establish a baseline of learning and 
behaviour. 

• Each pupil entering St Mary’s between the age of 6 and 10 sits an entrance 
examination and attends an interview. 

• Entrance examinations take the form of some standardised tests, e.g. NFER, Non-
Verbal reasoning, Progress in Maths, a YARC reading assessment and a creative 
writing English task.   

• Year 6 pupils take the Senior School’s entrance test in January. 
 

Formative Assessment 
 

• Formative assessment is ongoing throughout the School and is evident for example, 
in marking of pupils’ work, verbal feedback/assessment, individual target setting, 
evaluation of weekly plans, 1:1 support, keeping reading records.  

• Teachers meet at the start of the academic year to pass on information about each 
pupil based on assessments and observations.  Any educational needs are addressed, 
including the need for extension.  The Year 6 teachers are available to discuss 
transition with the Senior School or the destination school of girls not going on to St 
Mary’s Senior School.   
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Summative Assessment 

• Girls in Years 1-6 are assessed in the Spring Term using the NFER Progress in Maths 
and Progress in English. The scores are standardised and recorded for evaluation and 
scrutiny.  These are reported to parents in the Summer Term report and are used as 
a basis for transition information. 

• NGRT reading tests are carried out on all girls in Years 1-6, with a YARC test as a follow-
up diagnostic test if the NGRT standardised score is below 100. The NGRT is repeated 
in the Summer term to measure progress in reading across the Year groups.  The 
standardised scores for both are recorded. 

• Baseline assessments are completed in mid-September of all pupils in English (NGRT 
and creative writing) and Non-Verbal Reasoning (NVR).  Girls in Years 5 and 6 take 
CATs tests instead of NVR. CATs assess ability in Verbal, Non-Verbal, Quantitative and 
Spatial Reasoning and also give an overall mean standardised score. Reading tests are 
completed to indicate reading age compared with chronological age as well as 
standardised scores. 

• End of unit tests are set by the teachers to assess understanding and recall of a 
particular aspect of learning in maths.  End of term assessments are also carried out 
in maths each term. 

• Assessments and work samples are cross-moderated between partner teachers 
during the year and exercise books are scrutinised by subject coordinators and 
members of the SLT. 

• Tests are evaluated and Individual Needs are discussed with the Head and SENCO with 
particular emphasis on progress, value added, variation in performance, groups and 
subjects. Support and extension groups are arranged consequently. 

• In Reception, observations are regularly made and photographic evidence is kept. 
Appropriate assessments in numeracy and literacy are carried out by the teacher.  

 
Senior School Procedure 
 
Rationale for Marking Pupils' Work 
 
Teachers have their own beliefs and practices about marking pupils' work but obviously pupils 
and parents will understand better what is being expressed if some standardisation of 
approach exists within the School. However, any valid marking scheme needs to recognise 
that different curricular areas will need to address the process in different ways. It would be 
counterproductive and artificial to insist that all teachers in all subjects mark pupils' work in 
an identical manner. Within departments an agreed, common system of marking operates. 
The rationale behind the chosen system is clearly laid out in Departmental Handbooks. The 
procedure outlined below reflects a flexible approach within agreed common principles. 
 
The Purposes of Marking 
 
All teachers working within a curriculum area adhere to the marking scheme agreed and 
operating within the area. The agreed scheme will be fully outlined in the Departmental 
Handbook, given to all teachers upon appointment and it remains the responsibility of each 
Department to ensure that the nature of the scheme used is made clear to both pupils and 
parents. Pupils will receive an indication of their achievement and progress. The feedback 
given to pupils by this process will enable them to understand where they have performed 
well, which aspects of their work need improvement and how they could best attempt this 
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improvement. A comment on the effort a pupil has made in order to undertake and complete 
the task will enhance the marking. 
 
The Frequency of Marking 
 
Written work will be marked; pupils have the right to have their work examined regularly (NB 
– not every piece needs to be seen by teachers) by their teachers, although staff who teach 
individual pupils for only one lesson per week have less opportunity to mark pupils' books 
than colleagues who see a class for two or three hours per week. Departmental Policies will 
indicate the expected frequency and scope of marking; in most cases the expectation is that 
written work will be marked at least once per cycle by a teacher. In many cases, and 
particularly in subjects where practical skills are developed over time on a single artefact, 
pupils may receive essential feedback orally and written confirmation may be provided at the 
end of a particular module or section of work. 
 
Recording the Marks Awarded 
 
Grades or marks awarded are recorded by the teacher in a mark book and available for 
inspection by the Head of Department as part of his/her monitoring and evaluation of the 
work of the Department. 
 
Monitoring of Marking Scheme 
 
The monitoring of every Department’s marking scheme is carried out formally twice each 
academic year by the Head of Department and recorded on the marking scheme monitoring 
form. An electronic copy is available in the Forms and Templates folder, in the Director of 
Studies (DOS) area in St Mary’s cloud. These forms should be kept in the Departmental 
Handbook, and fully completed copies sent to the Deputy Head (Academic) at the end of each 
academic year. For those departments that consist of a single member of staff, and for Heads 
of Departments, the monitoring should be carried out either by the Deputy Head (Academic) 
or another senior Head of Department nominated by the Deputy Head (Academic). 
 
Tracking and Monitoring  
 
Up to four times a year (generally in October, December, March and June) pupil progress is 
tracked against baseline data derived from the CEM Centre at Durham University. The Director 
of Studies will provide departments with baseline data tailored to their subjects. In each 
tracking cycle departments conduct a common assessment in order to generate evidence of 
attainment to compare with the baseline. The assessment might or might not be a formal test, 
but all parallel classes in a year group are assessed according the same criteria, probably on 
an identical task. 
 
Following tracking of progress either a grade card or a full written report is issued to parents. 
The grade card contains a score for effort and a judgement on achievement which indicates 
whether the pupil’s subject teacher has any concerns about progress. These are followed up 
in meetings between tutors and tutees in Tutor Time.  
 

In Years 10 and above, there are the following additional tracking and monitoring 
processes in place: 
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Grading  
Target Minimum Grade  
This grade is generated via the baseline testing that the pupil completes at the start of Year 
10/12. It is an objective grade based on national norms for pupils with the same aptitude as 
the pupil in this test. It is produced externally by a testing body used by schools nationally. 
This grade is fixed in line with the data. For some subjects this data is not available. For these 
subjects the target is based on the pupil performance in exams at the end of Year 10/12.   
   
Prediction Grades  
Given that St Mary’s pupils achieve GCSE/ A Level grades that are higher than the national 
averages in almost all cases, we would expect all pupils to be working above their Target 
Minimum Grade. The predicted grade is determined by the subject teacher and is based on 
the progress made in school and the teacher’s expectation of further pupil progress this year 
in response to support and feedback. This grade indicates what is expected in the final exams 
if the pupil continues on their current trajectory.  This grade could change should the rate of 
pupil progress change.   
   
Current Working Grade  
This is the GCSE/ A Level grade that subject teachers consider the pupil to be working at 
currently. This is based on formal tests and work done in class and for homework. For many 
pupils, this grade is likely to be below prediction at this stage as further progress is expected 
by the end of Year 11/13. Where this is the case, the report will address what the pupil needs 
to do to close this gap over the coming months.   
 
Tracking and Monitoring records are kept centrally on the iSAMS database. 
 
Recording of Assessment 
 
Work is marked in accordance with scales regarded as appropriate by the teacher to the level 
of the task and pupil: the significance of this must be understood by the pupil and the mark is 
recorded on the pupil's work. Assessment is recorded: on pupil's own work; in teachers' mark 
books; in each Form's electronic examination mark book where appropriate (eg. annual 
examination marks); on reports; on designated mark sheets for examination boards, eg. 
forecast grades and coursework marks. 
 
The School also receives tabulated results of public examinations. 
 
Records fall into two categories: for pupil information; for staff information. These records 
will vary between departments. 
 
Feedback to pupils 
 
Pupils will receive an indication of their achievement and progress, through the regular return 
of their written work, with oral and written feedback. The written feedback given to pupils by 
this process will enable them to understand where they have performed well, which aspects 
of their work need improvement and how they could best attempt this improvement. A 
comment on the effort a pupil has made in order to undertake and complete the task will 
enhance the marking. Where appropriate, it will also be helpful for pupils to discuss their 
written work. 
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Pupils must be given enough information to understand the significance of their mark. This 
might be achieved by providing them with details of the department’s marking policy or mark 
schemes published by the examination boards. Pupils should be encouraged to evaluate their 
work in the context of their own strengths, weaknesses, targets and ambitions, and should be 
advised against judging themselves purely on the strength of how their mark compares with 
that of their peers in the class. Such judgements can be deleterious to morale, stifle aspiration 
and impede the spirit of independent learning.  
 
It is usually preferable that written feedback should include a comment to indicate laudable 
attributes and specific areas for improvement in a pupil’s submitted work.   
 
Reporting of Assessment 
 
Reporting of assessment is both internal for pupils and staff (pastoral and academic) and 
available externally for parents, pupils and other bodies as appropriate. 
 
Staff monitor and discuss pupils' progress and liaise where necessary; they write reports for 
parents and contribute to other reports such as UCAS. 
 
Pupils receive verbal and written feedback on all aspects of their work from subject staff and 
counselling from form tutors, if necessary. 
 
For 2020- 2021 the following schedule has been agreed: 
 

Year 7 Year 8 Year 9 Year 10 Year 11 Year 12 Year 13 

Pastoral 
evening – 
Oct 

Interim 
report – 
Nov 

Full report – 
Nov 

GCSE 
info 
evening 
Sept 
Interim 
report – 
Oct 

  UCAS 
predicted 
grade 
summary - 
Sept 

Interim 
report – 
Nov 

Parents 
evening – 
Dec 

 Parents 
evening 
– Dec 

Full report – 
Oct 

Interim 
report - Nov 

Parents 
evening/letter 
- Oct 

Parents 
evening 
/letter–     
Jan 

Full 
report – 
March 

Parents 
evening/lett
er – Jan   

Full 
report  - 
March 

Grade sheet – 
Dec 

Parents 
evening/ 
letter – Feb 
Mock 
summary 
sheet – April 

Full report – 
Nov mock 
summary 
sheet - Jan 

Interim 
report – 
March and 
grade 
sheet - 
June 

Interim 
report 
and 
grade 
sheet- 
June 

Interim 
report and 
grade sheet- 
June 

Interim 
report 
and 
grade 
sheet - 
June 

Parents 
evening – Jan 

Full report - 
May 

Parents 
evening/letter 
- March 

Full report 
- June 

   Interim report 
- March 

  

 


