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The Manor Academy Assessment and Marking Policy 

At the centre of the academy’s drive to raise standards and ensure a secure knowledge base we are 

endeavouring to develop a metacognition and self-regulation approach to our teaching, in short, make 

students more responsible for their own learning.  Therefore, the aim of this policy is to help pupils think about 

their own learning more explicitly, by teaching them specific strategies for planning, monitoring and evaluating 

their learning. The teaching strategies are designed to give pupils a repertoire of strategies to choose from, the 

skills to select the most suitable strategy for a given learning task and to help them to self-regulate their 

learning and increase their motivation.    

The academy believes that a whole class feedback system would not only support a drive to higher levels of 

metacognition but would also support staff to better target their lesson planning.  Therefore, this policy is 

intended to maximize the impact on learning and to promote the effectiveness of time staff   devote to 

assessment, marking and in turn teaching. 

Intent 

The intent of our Assessment Policy is: 

• To ensure that every student knows how they are doing and understands what they need to do to improve 

and to achieve their full potential on a regular basis. 

• To review student progress and help them to learn by identifying the next steps and be able to secure and 
recall fluently key knowledge. 

• To provide information on which to base intervention strategies in order to prevent underachievement 

and accelerate achievement. 

• To provide regular in class opportunities to highlight excellence in the classroom and to give praise to 

students who show improvement in their learning.  

• To ensure staff are equipped to make well-founded judgements about students’ attainment and progress 

and how to plan to improve it. 

• To ensure that staff can effectively plan for the needs of the children in their class and motivate them with 

targeted learning.  

• To establish academy systems for regular assessments that are useful, accurate and manageable for all 

stakeholders. 

• To encourage students and staff to set challenging and achievable targets. 

• To ensure every parent/carer can see the QWF which encourage quality conversations about their child’s 

work and are better able to support their child’s learning.
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Implementation of Marking and Assessment at the Manor 

Checking learning during lessons. Using Assessment for Learning (AfL) strategies including deep 

questioning, live marking, individual advice and offering words of praise, and encouragement to provide 

positive guidance. 

The school uses the whole class feedback system to assess students work.  The methodology of this assessment 

stems from a desire by the school to be in a position to provide regular feedback to the students and at the 

same time provide teaching staff with a frequent guide as to the level of understanding students have of the 

most recent subject matter covered in class.  This approach will better support the academy’s drive to increase 

student self-regulation and motivation.  

In practise this means that students will be provided with whole class feedback every week on the work they 

have undertaken.  This also provides staff with the ability to adjust their lessons for the next week based on 

the results of the assessments undertaken.   This ensures that students will be provided with lessons that better 

match their needs.  Students will be given the opportunity in lesson each week to reflect on the key learning 

points from the previous week’s feedback and undertake activities which support their learning.   

All faculties will be using the whole class marking approach, but each will reflect the particular needs area and 

reflect the natural variation in the subject needs. These methodologies can be viewed in the appendix. 

The use of plenaries to gauge progress made within the lesson will be a key feature of the marking policy. Used 

skilfully it can provide a wealth of information about how the lesson has impacted on individuals and inform 

future planning. 

Monitoring homework. When homework is set it will be assessed using a range of AfL techniques to ensure 
that students are developing a stronger recall of the subject material. The homework set will reflect the 
academy’s desire to cement the knowledge firmly in place and ensure it can be used to demonstrate 
understanding. 

Key unit assessments will take place once every half term and this data will be used to inform the Academy’s 

assessment windows. These assessments should provide a very strong indication of what the student has 

achieved, using the assessment criteria appropriate to the stage the student is working at and learning 

challenge they are following. All students in Years 7-11 will be assessed on GCSE grades 1-9 and BTEC grades 

L1 Pass, L2 Pass, Merit or Distinction.   

Through the academy’s tracking system students’ progress will be monitored and interventions put in place 

where necessary. 
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The impact of high quality marking and assessment will be seen when: 

• It supports the curriculum intent of the subject and the sequence of lessons which move towards a defined 

end point.   

• When it helps pupils to embed knowledge and use it fluently while supporting the teacher’s ability to 

effectively teach the curriculum.  

• When students are able to express clearly the learning pathway they are on, how they are being supported 

and what they need to do to improve.   

• Students are better able to feel confident of having a rich and productive dialogue with both their staff 

members and their peers about their work.  Students through whole class feedback are more secure in 

their ability to share their ideas with their peers. 

• Students feel more able to share and celebrate their own and other students work through a culture of 

supportive collaboration.  

• Students through the sustained use of whole class feedback are better able to develop their ability to recall 

key knowledge elements and cement their understanding of the learning arc of each subject.   

 
Roles and responsibilities: 

Students will: 

• Be involved in the assessment of their work and understand what they need to do to improve. 

• Be aware of the criteria against which their work will be assessed and where possible, the kind of 

evidence by which particular attainment targets can be demonstrated. 

• Be aware of the level at which they are working in each of their subjects. 

• Act on the advice given by their teacher 

Subject staff will: 

• Share learning objectives and review outcomes with students, supported by the marking of the 

previous week’s assessment  

• Mark students’ work regularly using the whole class feedback system, including at least one formal 

assessment every half term to evidence data input into the school’s tracking system which will take 

place twice in key stage 2 three times in key stage 4/5 per academic year. 

• Use a range of assessment strategies including the involvement of students in peer and self-

assessment. 

• Provide feedback that focuses not just on what needs improving in the work but also how it can be 

improved and follow-up to ensure students have acted upon the advice given. 

• Allow time in the lesson for students to review what they have learnt and assess the progress they 

have made. 

• Open up an assessment dialogue with students which makes clear how well the individual is doing, 

what they need to do to improve and checking that they are doing  it. 

• Provide praise and encouragement in addition to areas for development. 
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• Ensure that students are aware of the criteria by which they are going to be assessed. 

• Discuss progress and review targets with their students. 

• Record students’ assessments and progress in line with the academy’s tracking system and published 

assessment points. 

Subject Leaders will: 

• Ensure that key marking and assessment points are incorporated into their scheme of learning. 

• Ensure schemes of learning include how and when elements of learning will be assessed. 

• Monitor the effectiveness and quality of assessment and marking through the school’s QA processes 

and ensure whole class feedback system is being used.  

• Monitor and evaluate the assessment provided by staff and ensure reflection time is given to students 

to consider the advice provided and that staff follow-up to check students have acted upon the advice 

provided. 

• Moderate the grading of key assessment points to ensure a consistent approach by all their team in 

collaborative planning time. 

• Internally verify work completed in vocational examination subjects, in line with exam board 

expectations. 

• Monitor student progress and evaluate the effectiveness of learning and teaching. 

• Provide all the required assessment and target data. 

The SENCO will: 

• Work with other staff to develop and support appropriate assessment methods and differentiation 

for students on the SEND register. 

• Liaise with external agencies over formal assessment for statementing. 

• Monitor and evaluate performance data for students on the SEND register. 

• Ensure students have the appropriate special consideration requests for external examinations. 

Tutors will: 

• Use prior attainments and performance data to monitor their mentees progress across all subjects 

and intervene where necessary to ensure that they are on track to achieve their learning targets. 

Senior Leadership team will: 

• Monitor the consistent use of marking and assessment through the academy’s QA programme. 

Parents and Reports 

• We will inform parents of achievements and attainment in termly progress reports and through Parents’ 

Evenings. 
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Quality Assurance 

Regular collaborative assessment and discussion will be used to ensure that assessment standards are reliable 

and consistent. This means that regular meetings will be held when judgements will be periodically 

standardised and moderated so they are secure, and discussion will clarify and create a common understanding 

of assessment criteria and their application. 

Much of the evidence for the effective use of Assessment for Learning (AfL), including whole class feedback 

and for effective marking will be collected through QA procedures, including lesson observations, work 

analysis, student voice, learning walks and Schemes of Learning (SoL) plan analysis which will be carried out by 

Subject Leaders under the line management of a member of the Leadership Team.   

Literacy Marking Policy 

The following criteria have been used in producing this part of the assessment and marking policy: 

• To be straightforward and easy to apply 

• not add unnecessarily to teachers’ workload 

• to develop consistency across all subjects so that pupils understand that ‘getting the basics right’ i.e. 

full stops and capital letters, is important in all subjects 

• Its use would only apply where relevant, such as in extended writing, and would not  apply to other 

forms of written responses such as plans, labelled diagrams or rough notes that are not assessed. 

Symbols to be used when marking written work: 

p – This shows that you have missed out or used punctuation incorrectly (full stops, question marks 

etc.) 

C –  This shows that you have not used capital letters where required. 

 // –  this means that you needed to start a new paragraph (indented when written and leave a 

 line when typed) 

SF –  this means that what you have written is not in a properly formed sentence 

sp – you have spelt a word incorrectly and need to check the correct spelling in a dictionary (or if it is 

technical or subject specific language then this should be corrected by the teacher) 

? –  does this part make sense? Read it through to check 

Improvements to student literacy by reinforcing the basics in all subjects can be achieved by ensuring pupils 

realise that it’s not just a focus in English lessons. By establishing a common practice applied in all subjects we 

are more likely to encourage the ‘grounding’ of basic literacy 
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Subject Appendix  

English 

At Key Stages 3 and 4, English Language and Literature students will be issued with an exercise book which will 

be a combination of classwork, drafting of answers, planning material and homework. This exercise book will 

follow the expectation of the Academy’s Super 7 Policy. The exercise book will have self and peer assessment 

throughout and will be marked by the teacher at least once every three weeks. Teaching staff complete a dated 

QWF sheet and students are expected to respond to this feedback or question as a part of the whole class 

feedback process. Each assessed piece shall also be marked for literacy. 

Students will produce one assessment per term. This will be assessed against the GCSE bands and levelled. 

Teaching staff record each assessed piece in their mark book to support tracking of student progress and allow 

for QA of data on SIMS.  

At Key Stage 5, English Literature students will be issued with a notebook that will be a combination of 

classwork, notes, drafting of answers and planning material.  

Students will produce an assessment once a term as a typed or hand written essay for either classwork or 

homework. This assessment will be stored in an individual assessment folder.  

Humanities 

Classes should be separated by the class teacher into thirds and identified by a coloured sticker in the top left 

corner of each book. The class teacher when separating groups should take into consideration a sample for 

each group that includes: 

• A range of target levels 

• Pupil Premium and non-Pupil Premium 

• Other target groups such as SEND and disadvantaged boys 

Whole class feedback proformas should be adaptable to subject areas but will always include the following 

criteria as a minimum: 

• What Went Well 

• Areas for improvement 

• Next Step activities including a #Challenge task 

• Common literacy mistakes and corrections 

• WAGOLL 

• Opportunities for praise of individual students 

The whole class feedback should be identified through the use of a coloured sheet to distinguish from 

classwork. Students’ reflection will be identifiable through the use of green pen. 

The following instructions should be followed for KS3 and KS4 schemes of learning: 

KS4: 

Every 3 lessons of a scheme of learning there must be a piece of assessed work planned into the lesson which 

will be marked in line with expectations outlined above in the whole class feedback policy. 

Once per half-term there must be one formal assessment that will be individually marked and reviewed as 

appropriate for the class. 

KS3: 
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Every 4 lessons of a scheme of learning there must be a piece of assessed work planned into the lesson which 

will be marked in line with expectations outlined above in the whole class feedback policy. 

Once per half-term there must be one formal assessment that will be individually marked and reviewed as 

appropriate for the class. 

 

Vocational 

This marking policy sets out the standards expected of all staff delivering subjects based in the Vocational 

Faculty. Staff must adhere to follow these guidelines to ensure that marking is an effective part of teaching 

and learning, which facilitates expected or better student progress.  

Day to Day classwork books and folders 

Classwork books should be marked using the academy whole class feedback approach on a regular basis. 

Whole class feedback should be presented to students and attached to their work using green paper. A 

sample relative to the size of the class should be taken each time, with the intention that every student’s 

work in a class should be seen at least once per term. It is recommended that teachers of key stage 4 and 5 

classes conduct whole class feedback at least once per fortnight where applicable. Those teaching 

coursework vocational units are exempt from providing interim written feedback if it contradicts the rules of 

the awarding body. Staff teaching key stage 3 classes are requested to complete whole class feedback on a 

three weekly cycle.   

Learning questions should be set to the class as a whole, based on the feedback that they have received. A 

#Challenge question should also be set.  

Assessment Marking 

Formal assessments should take place on a regular basis, the frequency expected is outlined below. Formal 

assessments should be printed on yellow paper and should be stored in student books or folders. Electronic 

copies of assessments are suitable but feedback should be readily available in paper form (apart from ICT 

where feedback is used in electronic folders).  

Group Type Frequency of Marking 

Key Stage 3 Group (seen once per week) One formal assessment every 6 weeks. 

Key Stage 4 Exam Group (seen three times per 
week) 

One formal assessment every 3 weeks.  

Key Stage 4 Coursework Group (seen three 
times per week) 

Assessments to fall in line with agreed exam 
board assessment plan.  

Key Stage 5 Coursework Group (seen five 
times per week) 

Assessments to fall in line with agreed exam 
board assessment plan. 

Assessments should be annotated with ‘strengths’ and ‘problems’ throughout. Staff should aim, where 

appropriate, to include a comment on each page of the assessment. The Manor Academy Stamper should be 

used to give summative feedback or BTEC summative assessment sheets should be provided to students. Here 

a grade must be recorded and should include a sub-level where applicable.  

Learning questions should be provided to the student. A bank of these may be prepared, however, the learning 

question issued should be personalised to the ability of the student. Assessments should be marked within one 

week so that students can complete their green pen feedback in a timely manner. Please note that it is good 

practice to set command led questions to your students based on their target grade. 
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When marking coursework, the rules of the exam board must be adhered to. Assessment records should be 

completed referring to the skill and content of the work. Green pen does not need to be completed for this 

assessment, instead a record of any remedial action should be kept in the case of BTEC subjects, assessment 

decisions should be justified but there should be no leading information regarding how a student may improve 

their work or grade.  

Key stage 4 assessment results should be recorded using a tracking document that should be readily available 

to all staff teaching shared groups and the head of faculty. For BTEC subjects, trackers must be broken down 

into units and learning aims to record assessment decisions.  

Physical Arts 

This marking policy sets out the standards expected of all staff delivering subjects based in the Physical Arts 
faculty. Staff must adhere to follow these guidelines to ensure that marking is an effective part of teaching and 
learning, which facilitates expected or better student progress.  

Day to Day classwork books and folders  

Classwork books / folders should be marked by staff and there should be evidence of weekly feedback in line 
with the Academy’s ‘whole class marking’ policy.  Books should be Super 7 stamped and any literacy errors 
should be identified. Comments on classwork is encouraged as it evidences the interest in students’ work that 
formulates the whole class feedback.  The Manor Academy literacy code should be followed.  

Assessment Marking 

Formal assessments should take place on a regular basis, the frequency expected is outlined below. Formal 
assessments should be printed on yellow paper and should be stored in student books or folders.  

 

Group Type  Frequency of Marking  

Key Stage 3 Group (seen once per week)  One formal assessment every 6 weeks.  

Key Stage 4 Coursework Group (seen three 

times per week)  

Assessments to fall in line with agreed exam 

board assessment plan.  

Key Stage 5 Coursework Group (seen 4 times per 

week)  

Key Stage 5 Examination Group (seen 4 times 

per week) 

Assessments to fall in line with agreed exam 

board assessment plan.  

One formal assessment at the end of every topic  

Coursework Marking 

When marking coursework, the rubric of the exam board must be adhered to. Assessment records should be 
completed referring to the skill and content of the work. Green pen does not need to be completed for this 
assessment, instead a record of any remedial action should be kept.   In the case of BTEC subjects, assessment 
decisions should be justified but there should be no leading information regarding how a student may improve 
their work or grade. IN BTEC subjects the work shout be annotated with the criteria reference that the work 
relates too e.g.: 2AP1 

Practical Subjects 

Within practical subjects (where books are not used) there will be no formal marking as such, however within 
the SoL it will be outlined where whole class feedback can be and will be provided as the SoL progresses. This 
will hone the observational analysis skills needed further up the academy.  The SoL will also signpost to home 
learning tasks that will aid future learning e.g. links to video clips to watch about netball positioning. 
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Mathematics 

KS3  

An end of term assessment should be fully marked and graded each term with feedback given through 
strengths and areas of improvement by considering the unit objectives.  From this, opportunities are given to 
correct answers and to complete tasks to enable progress in areas identified.  These should be stored in 
assessment folders and be made available at all quality assurance reviews and during any formal observations.  

Homework should be set once per week following the structured homework sheets. This will be marked in 
lesson by self-assessment. The teacher will review a third of the class’s books per week with comment, 
therefore all books will be reviewed within a 3 week cycle. Students will be given time to review their 
homework and set targets for the following week. 

Super 7 should be used periodically throughout the book to ensure presentation and neatness follows the 
academy procedures. 

KS4 

Unit assessments should be fully marked and graded with feedback given through strengths and areas of 
improvement by considering the unit objectives.  From this, opportunities are given to correct answers and to 
complete tasks to enable progress in areas identified.  Mock exams should also be fully marked and students 
should reflect on areas of strengths and areas of improvement. These should be stored in assessment folders 
and be made available at all quality assurance reviews and during any formal observations. 

Homework should be set once per week following the structured homework sheets. This will be marked in 
lesson by self-assessment. The teacher will review a third of the class’s books per week with comment, 
therefore all books will be reviewed within a 3 week cycle. Students will be given time to review their 
homework and set targets for the following week. 

Super 7 should be used periodically throughout the book to ensure presentation and neatness follows the 
academy procedures. 

KS5 

Unit assessments should be fully marked and graded with feedback given through strengths and areas of 
improvement by considering the unit objectives. Mock exams should also be fully marked and students should 
reflect on areas of strengths and areas of improvement. These should be stored in assessment folders and be 
made available at all quality assurance reviews and during any formal observations. 

Marking Structures 

Marking by the teacher should always be completed in purple pen, students marking in books and on 
assessment front covers in green. 
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Science Faculty Marking Policy 2019-2020 

This marking policy sets out the standards expected of all staff delivering subjects based in the Science Faculty. 
Staff must adhere to follow these guidelines to ensure that marking is an effective part of teaching and 
learning, which facilitates expected or better student progress.  

Day to Day classwork books and folders 

Classwork books should be marked using the academy whole class feedback approach on a regular basis. 
Whole class feedback should be presented to students printed on pink paper and stuck in their books. A 
minimum of 20% or 4 of the class should be sampled each time. Teachers must perform the whole class 
marking and feedback once every 3 lessons (excluding test and feedback lessons). The pupils must respond in 
green in their next lesson. 

Learning questions should be set to the class as a whole, based on the feedback that they have received.  The 
feedback should provide opportunity for scaffolding and challenge. 

Assessment Marking 

Formal assessments should take place on a regular basis, the class must be formally assessed once per topic. 
Formal assessments should be printed on white paper and should be stored in student books. Pupils must be 
given summative assessment and where necessary formative assessment. Pupils must improve their answers 
using green pen and complete the differentiated test feedback sheet which will be printed in colour. Teachers 
should aim to mark and feedback their tests in a timely manner. Assessment results should be recorded using 
a tracking document that should be readily available to all staff teaching shared groups and the head of faculty.  

KS5 should be given formative and summative feedback on tests and homework. Teachers should aim to give 
a homework or test once per week and provide feedback on this. This will be evidenced in folders. 

When marking the level 3 BTEC course, the rules of the exam board must be adhered to. Assessment records 
should be completed referring to the skill and content of the work. Green pen does not need to be completed 
for this assessment, instead a record of any remedial action should be kept in the case of BTEC subjects, 
assessment decisions should be justified but there should be no leading information regarding how a student 
may improve their work or grade.  


