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GLYNE GAP SCHOOL                                                             
 
CURRICULUM GUIDELINES NO. 7 
 
ASSESSMENT, RECORDING AND REPORTING POLICY 
 
The purpose of all assessment is primarily to:- 
 
 Inform planning (where we are now, what is the next step)- it also however helps 

to identify 
 Present levels of attainment and over time 
 Demonstrate achievement and progress 

 
There is a complex relationship between the curriculum, planning, assessment, 
recording and reporting.  Assessment is integral to each pupils’ systematic learning, 
and pupils are as fully involved in the whole process of assessment, recording and 
reporting as is possible.   
 
All the legal requirements for assessment, record keeping and reporting are met by 
this policy and current practice. ‘Schools are required to assess pupils’ at or near the 
end of each key stage for the purpose of ascertaining what pupils have achieved’. 
 
We have eight instruments showing achievement and progress: 
1. Pupil zigzag books 
2. Pupil work profiles / Portfolios 
3. Assessments of progress recorded in liaison meetings 
4. Annual reports 
5. IEPs 
6. Subject leaders evidence files including Medium Term Curriculum Plans 
7. Pupil assessment files 
8. Progress File 
 

1. ZIG-ZAG BOOKS 
 

 These move through the school with the pupil to the end of Key Stage 3 when 
they are presented to the pupil at 14 during their transitional review meeting 
with parents. 

 
 Entries are made during Zig-Zag week once a term. 

 
 They are an easily accessible cumulative pupil record that consists of photos, 

digital camera images, pictures, examples of work, or other evidence showing a 
pupil’s progress and achievements often in a visual form. 
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 Comments in zigzag books should not be narrative, but should describe pupil's 

attainment and progress. Ideally, the separate statements of attainment 
should incorporate all the achieved termly goals together with any other 
significant achievements. 

 
2. PUPIL WORK PROFILES / PORTFOLIOS (See Appendix 1) 
 

 Each pupil has a portfolio which may contain examples of the pupils work, 
photographs, records of outings etc. All work and records must be dated and 
annotated with clear statements of achievement and levels of support. 

 
 Evidence of pupils’ achievement may be taken from the portfolio and used in a 

pupil'’ Zig-Zag book or Progress File. 
 

 At key stages 4 and 5, pupils are working to externally accredited standards 
(ASDAN). Their portfolio of evidence includes photographs, samples of work 
etc. Each student is encouraged to evaluate their own work, commenting on 
levels of support and skills demonstrated. These portfolios are internally 
moderated (Deputy Head) and are then externally moderated at area panel 
meetings. 

 
3. ASSESSMENTS OF PROGRESS RECORDED IN LIAISON MEETINGS 
 

 A judgment is made by the class teacher regarding pupil progress based on how 
successfully the pupils have achieved their previous term’s goals and how well 
they are working in the current term of the Liaison meeting. 

 
 This multi professional meeting is chaired by the Head teacher with other 

professionals from Health Authority and Social Services who can comment on 
the pupil’s achievements and progress. 

 
 At the end of the academic year the Head teacher considers the judgments 

and uses the information to inform the decision about the Head teachers 
Award for Progress which is given out at the end of the summer term. 

 
4. ANNUAL REPORTS (SEE SCHOOL PROCEDURES NO. 1) 
 

 These are used for Annual Reviews, and are filed in pupils’ Statement/Review 
folders in the office. 

 A copy is sent home to parents. 
 Copies may also be filed anywhere else a teacher finds useful. 
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 For pupils in the Nursery the Annual report to parents contains information on 
the pupils progress through the Early Learning Goals curriculum the areas of 
which are Communication, Language and Literacy, Personal and Social 
Development, Knowledge and Understanding of the World, Mathematics, 
Physical Development and Creative Development. 

 On the Annual Report sent to parents for all pupils from reception through to 
post 16 there will be P Level Judgments in English (Speaking and Listening, 
Reading and Writing), Mathematics (Number, Shape, Space and Measure and 
Using and Applying), PSHE (Personal Care and Personal Autonomy), ICT 
(Everyday Technology and Computer). There will also be an overall P level 
judgment for Science and the Foundation Subjects : Geography, History, 
Design &  Technology, Art, Music, P.E., and R.E. for pupils in Key Stages 1 > 4 

 
5. INDIVIDUAL EDUCATION PLANS (IEPS) 
 

 Each pupil in the school has an IEP which consists of a teaching plan and termly 
goals.  For some pupils there may also be individual pupil arrangements (IPA) 
such as a consistent behaviour management plan, eating programme or a 
movement (physio) programme etc. 

 
 Work is differentiated for individuals in IEPs, with clear learning intent 

identified and opportunities for experiential learning to take place. 
 

 These are evaluated on a termly basis and the information recorded is used to 
inform future planning. The evaluated IEPs covering the last three terms 
should be kept in the assessment file. Previous IEPs should be kept in a 
separate file. 

 
Termly Goals (see Curriculum Guidelines No.1) 

a) They are discussed with parents at the beginning of term. 
b) For some pupils as they move through the school they should be 

encouraged to contribute to their own goal setting. This opportunity for 
increased autonomy should be produced in a form accessible to the pupil 
such as with symbol support. 

c) Termly goals serve as a current record of the most important work being 
undertaken in a given term. 

d) At the end of each term, the goals are evaluated and a copy is sent home 
to parents, with a letter asking for suggestions of ideas for next term’s 
goals. 

e) A summative record of evaluated goals is kept in the class file and it is 
used to inform the whole school pupil performance data. 

f) They are attached to Annual Reports at Review time. 
g) Pupil's termly goals are also discussed at liaison meetings. 
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6. SUBJECT LEADERS EVIDENCE FILES 
 

 Subject Co-ordinators are required to keep two portfolios representing 
their curricular areas – a Management file and a Monitoring file. 

 
 The Monitoring file must include 

 
i) a range of evidence from Nursery >KS1 > KS2 > KS3 > KS4. The 

range of evidence should include photographs, IEPs, copies of 
evidence from Zig Zag books, and samples of pupils’ work all of 
which will demonstrate achievement and progress across the Key 
Stages. Additional evidence may include whole school events and 
activities as well as external events and activities.  

ii) Co-ordinators own monitored lessons and related evidence, 
copies of Heads and   
Deputies monitored lessons, externally monitored lessons, and 
any P scale moderations 

 
 Co-ordinators in The FE Faculty will monitor their curricular areas 

across the three year curriculum framework using the same 
requirements as described in a) and b) above 

 
 The subject leader’s files are monitored by the Deputy Head on a 

regular basis and written feedback given 
 
7. ASSESSMENT FILES 
 
The contents of the assessment file will be a key tool in informing the content of 
reports particularly the annual report to parents. There should always be a clear link 
between attainment, achievement and progress reported, and the dated assessment 
instruments as well as evaluated IEPs.  
 
Although the instruments in the assessment file are not a curriculum they can help to 
ensure that all elements in a curriculum area are being covered.  
 
The assessment files contain a summative P-scale grid, covering English, Maths, 
Science, PSHE, and ICT and a graph showing the progress across these areas since 
2001. This will provide the information for the school's P-scale database. It is this 
data on which the school's statutory targets are now based.  
 
The assessment files contain guidance regarding completion of the instruments. 
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8. PROGRESS FILE 
 

 The student progress file is a cumulative document completed termly and 
assembled over the 3 years in Further Education. 

 The contents of the file will be an accessible record of achievement to show 
attainment and progress.  It will include student self-assessment identifying 
how the students themselves see their own achievements. The student will 
action plan towards his/her own greater independence with the Connexions 
Adviser.  Work with the adviser will culminate in transition planning and visits 
to possible future post 19 placements.  

 
The steps are as follows – 
Section 1: (to be completed termly) 
The tutors view of a students significant achievements over the term. 
The range of evidence could include photographs, written work, witness statements 
or work place endorsements to illustrate significant developments in knowledge, 
understanding and skills. 
 
Section 2: (to be assembled termly) 
Certificates of Experiences for the term. 
Externally accredited certificates e.g. ASDAN, Duke of Edinburgh Awards. 
 
Section 3: (to be completed termly) 
The students view of his/her own achievements over the term. 
Students may use a self-assessment proforma or other form of evidence. 
Students may use the support of all advocates.  Achievements may be recorded by 
annotated photographs. 
 
Section 4: (Facilitated by Connexions Personal Advisor- to be completed annually) 
A student’s “action plan” of how they will work to becoming more independent.  This is 
to be established with the Connexions Adviser.  (The adviser will have full access to 
the Progress Files) 
 
In the students final year  

 The Connexions Advisors report will be prepared 5 months prior to the student 
leaving the Department. 

 A family comment may be included 
 Tutors final report – a brief overview of skills, recommendations and 

achievements. These should be discussed with the student where appropriate 
 N.B.  the  work  of  the  Connexions  advisor  is  completely  independent  of  the  

school. The students tutor will retain full autonomy  
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Other areas of the complex relationship between curriculum, planning, and 
assessment include: Pupils’ Self Assessment and Contribution to Zigzag Books, 
Progress Files and Reviews 
 
Self Assessment is a progressive process and begins with good practice such as 
pupil’s recognising their own good work and celebrating this achievement with a 
display in the classroom.  
 
Where possible pupils/students will: 
 
By the end of Key 
Stage 1 

 Choose a photograph or piece of work to add to their Zig Zag book 
 They will describe the picture 
 The teacher will record the pupils description under the photograph and 

make clear in the annotation it is their choice 
By the end of Key 
Stage 2 

 As above and 
 Pupils (that can) will attend the beginning or end of their review to show 

and describe the chosen picture or piece of work 
By the end of Key 
Stage 3 

 As above, and 
 At the review tell those attending what they have done well (Connexions 

Personal Adviser in attendance) 
By the end of Key 
Stage 4 

 As above, and 
 At the review say what skills you have used and how you could do better 

(Action Plan) (Connexions Personal Adviser in attendance) 
By the end of Key 
Stage 5 (FE) 

 Make a termly self review of our achievement (facilitated or 
independent) and record in own section of progress file. 

 Annually have an interview with the Connexions Personal Adviser* and 
identify what needs to be worked on next in order to become more 
independent.  This to be recorded in the progress file. 

 Students to attend whole of their review meeting and talk about own 
achievements and action plans. 

 

Please note 
This above is a progressive process.  The aim is to enable pupils and students to really 
make a contribution to determining their own learning.  The process begins with 
simply realising what has been done.  It then moves on to what’s been enjoyed the 
most.  As pupils get older and more used to being reflective the process becomes 
more evaluative and introduces the idea of how they can impact on their own learning. 
 
For some pupils and students, their cognitive abilities will limit how fully they are able 
to participate in this process.  Tokenism and sham interpretation has no place and 
does not serve our pupils.  In the Key Stage 5 years students with the most profound 
impairments will have a personal advocate.  This person (who will know the student 
well and will not be the student’s tutor) will try to advocate on the students behalf. 

 A note about the role of the Connexions Personal Adviser.  The ‘Personal 
Adviser’ is an independent agent.  S/he is tasked to support the pupil or 
student and has a clearly independent voice from school staff or parents.  To 
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enable him/her to support students with profound disabilities, s/he will engage 
with tutors, parents and the student’s advocate. 

 

National Curriculum Attainment 
 At the end of the Foundation Stage a Foundation Stage Profile will be 

completed for all pupils. 
 
 At the end of Key Stages 1, 2 and 3 each pupil is taken in turn and a decision is 

made as to whether he/she will complete the Standard Assessment Tests and 
Tasks based on Teacher Assessment. 

 
 If a pupil is working below level 1 at KS1 or, at or below Level 2 at Key Stage 2, 

or working at Level 3 or below at Key Stage 3, then he/she will not be required 
to complete the SATs. 

 

Daily Record Keeping 
This is left to the discretion of individual class teachers. It takes account of 
recording work covered and progress made on a regular basis, for each pupil. It is 
important to remember to annotate and date pupil's work. 
 
Medium Term Curriculum Planning 

 The medium term plans show areas of work covered at Tier 2 by the class or 
group in topic activities in key stages 1, 2  and 3. The medium term plans at key 
stage 4 incorporate ASDAN Transition Challenge. The medium term plans for 
further education students reflect the 5 core areas (PSHE, key skills, 
careers/vocational, citizenship and RE and recreation and leisure) there are 
also opportunities for accreditation through the ASDAN framework. 

 
 All the medium term plans were derived from the appropriate programmes of 

study from the National Curriculum at each key stage and were differentiated 
as necessary and include RE and PSHE, Careers and Citizenship. 

 
 The infants and juniors at Key Stages 1 and 2 both have twenty four curriculum 

blocks in a four year cycle.  The seniors at Key Stages 3 have twelve curriculum 
blocks, and at Key Stage 4 they have 6 blocks. These blocks are delivered in  a 
two year cycle.  The FE curriculum has a 3 year cycle. 

 
 The medium term plans will be used by class teachers to inform the writing of 

Individual Education Plans (IEPs) for Tier 2 content. 
 

 Medium term plans are evaluated at the end of each curriculum block, year and 
at the end of each cycle. 
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National Accreditation   
 
Where appropriate pupils are following nationally accredited schemes including: 
 

- BTF Trampoline Awards 
- ASA Swimming Awards 
- RDA Horse Riding Awards 
- ASDAN Transition Challenge/Towards Independence/Bronze 
- Duke of Edinburgh Award Scheme 

 
Class Files 
 
Are passed to the Deputy Head teacher every half term and to the Head teacher at 
the end of each term. The content of class files is at the teacher’s discretion. 
However they must include the following items: 
 
 Class List 
 Class Timetable 
 Current and Previous Term’s Evaluated IEPs, Goals and IPAs. 
 Summative Evaluation of Termly Goals 
 Current Medium Term Curriculum Plans 

 
Other Disciplines 
 
A pupil may be assessed by one or more professionals as appropriate during their 
school years which may include a: 

- Speech and Language Therapist 
- Physiotherapist 
- Occupational Therapist 
- Educational Psychologist 
- Teacher for the Visually Impaired 
- Teacher for the Hearing Impaired 
- Teacher for the Sensory Impaired 

 
Monitoring Learning Experiences/Opportunities (see Curriculum Guidelines 15) 
 
1. The Headteacher keeps a copy of each pupil’s long term targets as agreed at 

his/her last review.  He will complete and date the actions related to the 
targets, as they are reported to him at the termly class multi professional 
liaison meeting. 

 
2. Prior to each pupil's annual review, the class teacher gives the Deputy Head 

teacher : 
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 the pupil's updated assessment file 
 the annual review report 
 the current termly goals 
 the zigzag book or progress file 

 
Consideration is given to ensure that the report accurately reflects the assessment 
levels achieved, the evaluated IEPs, and progress shown in the zigzag book/ progress 
file. Informal feedback is given to class teachers and any issues discussed as 
appropriate.  
 

Whole School Pupil Performance Data 
 
As part of the school’s self review we produce summative data to cover: 
 
 Average P-scale increase across the school using a cohort of pupils 
 Average P-scale increase in English, Maths, PSHE, ICT and Science 
 Percentage of Goals Set, which were fully achieved, partially achieved or not 

achieved 
 Lessons observed to OFSTED standards and criteria with percentage ratings of 

learning and achievement 
 Attendance Rate 
 Externally Accredited Awards 
 Pupil Progress as Judged by a Multi-Disciplinary Team on a termly basis 

 
This information is submitted to Governors on an annual basis and is published on the 
school’s website. 
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APPENDIX 1                   
WORK PORTFOLIOS/PROFILES 

 
THE PRINCIPLES –RATIONALE i.e. the WHY ?  - This applies to the whole school 
 

 A means to demonstrate progress showing breadth of experience across the 
curriculum 

 Another way to celebrate achievement 
 They compliment the other 7 assessment instruments 
 A way of showing others i.e. Parents, what has been done 
 Another way to give an opportunity for pupils to evaluate their own work – a 

means for pupil recall and enable them to comment on their own achievements 
& learning 

 A record of what has been done, has happened  
 A means of keeping work  some of which can be transferred to Zig-Zag books 
 A range of evidence can be used. For example 

 Photographs 
 Examples of work  
 Certificates 
 Whole school activities/Enrichment days 
 Powerpoint 
 DVD 
 Art work 
 Pro formas 
 Whole school 
 Teacher/Assistant observations/comments 

HOW? 

 There isn’t a requirement to have a whole school system. There isn’t a 
standardised way to put together Portfolios/Profiles. It can range from a DVD, 
Powerpoint presentation, folders, files laminated books. The choice of how is 
left to the individual teacher. The importance is the reflection of the rationale 
and principles 

 


