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The	Lindfield	School		

Assessment	Policy		

This policy was reviewed and agreed by the Teaching and Learning Committee on 
behalf of the Full Governing Body on 12.11.15. 

“Schools are required to keep records on every chil d, including information on 
academic achievements, other skills and abilities a nd progress made in 
school. They must update these records at least onc e a year…In retaining 
evidence and keeping records schools should be guid ed by what is both 
manageable and useful in planning future work.”  (A ssessment and Reporting 
Arrangements 2001, QCA) 

Why do we need to assess? 

• To provide information about a pupil’s level of attainment  in relation to the 
knowledge, skills and understanding elements of the National Curriculum 

• To provide a baseline against which to measure success and progress 
• To identify the learning needs of an individual pupil or a group of pupils 
• To inform planning 
• To assist the development of teaching strategies 
• To gather information for reporting purposes 
• To motivate pupils 
• To meet statutory requirements: 

Annual Schedule of Assessment 

 Term 1 Term 2 Term 3 Term 4 Term 5 Term 6 

Year 7 Baseline 

Assessment 

Learning 

Pathway 

identified 

Tracking point 1 

Tracking 

point 2 

Data Point2 

Reports 

Tracking 

point 2 

Final Data  

Year 8  Data Point 1 

 

Tracking 

point 1 

Reports 

Data Point2 Tracking 

point 2 

Final Data  

Learning 

Pathways 

Reviewed 

Year 9  Data Point 1 

Reports 

Tracking 

point 1 

Data Point2 Tracking 

point 2 

Final Data  

Learning 

Pathways 

Reviewed 

Year 10 Reports Data Point 1 

 

Tracking 

point 1  

Data Point2 Tracking 

point 2 

Final Data  

Learning 

Pathways 

Reviewed 

Year 11 Reports Data Point 1 

Predicted 

Grades 

Tracking 

point 1 

Data Point2 Tracking 

point 2 

Final Data  

 

Results 
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 August 

Recording Pupil Progress 

• We use CASPA and our own internal SIMS assessment programme which 
identifies progress and/or underachievement at each assessment point during 
the year.   

• Prior learning should always be taken into consideration in assessments. 

 

Current Target Setting: 

Term 1: Year 7 pupils are given an end of year target and end of Keystage targets 
based on the national progression guidance 

Term 2: Years 8-11 are given an end of year target – they already have end of KS 
targets  

 

Monitoring progress: 

all pupils are monitored to see if they are: 

1. exceeding expectations and may reach a higher level than 
predicted – they receive a ‘+’ 

2. working as expected – heading for target 
3. under performing and at risk of not reaching their target  - they 

receive a ‘–‘ and we put strategies in to support them 

Once this process is complete we analyse different groups including those that are 
more vulnerable and pupils are discussed at weekly pupil progress meetings. We 
present our findings to staff and governors along with any action we may take. The 
following term we evaluate the impact of any intervention.  All teaching staff 
contribute to the pupil progress meetings. 

Moderation of pupil work 

In addition to cross school moderation we also carry out: 

• Moderation Meetings –work or photographic evidence is collected and then 
levelled. The teachers meet and annotate the work explaining why they gave 
this level and what the pupil needs to do to progress.  
 

• Work Scrutiny  - Learning Logs  

Learning logs are looked at termly.  The school marking policy is used to 
assess the quality of work and consistency of feedback including suggestions 
for improvement (see marking policy). 



3 

 

 

Performance Management  

The Performance Management process is linked to assessment and the following 
annual cycle is in place: 

Term 1: Self-review and targets set including one for pupil progress  

Term 3: Interim review and discussion about pupil progress  

Term 1: Review and new targets set  

 

Lesson Observations 

We have a rigorous lesson observation structure that is focused on the learning of 
individual pupils and includes social targets. 

 

Assessment Reforms 2015-16 

Our Assessment Vision:  

• To ensure that assessment is consistently delivered across all and within subjects in a 

common format and framework 

• Common language for all to understand that is familiar in both special and a mainstream 

environment 

• To incorporate the monitoring and evaluation of social progress  

• To Establish  a framework for 2016-17 and beyond to ensure that assessment genuinely 

supports progressive learning in   all subjects 

• To ensure that assessment is based upon whole-school and subject-specific criteria 

• To ensure that assessment feeds directly into the school’s tracking system and that 

additional support is given to the correct pupils 

• To best support pupils’ progress, “enabling them to understand how well they are doing and 

what they need to do to improve.” (OFSTED) 

• High Expectations set for each year group so we know for example “what a Year 7 pupil 

looks like” in each subject 

• Identify pathways for progress for low, middle and higher pupils  
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Reporting to Parents  

• Annual review reports each year 

• Parents consultation Term 1, 2 & Term 6 

• Interim and end of year core subject report (levels of progress only)  

• Termly achievement letters to parents for those pupils receiving a +  

Accredited Courses 

Accreditation options from September 2015 are: 

GCSE: Maths, English, Science, ICT, Art, Textiles 

BTec (GCSE equivalent): Performing Arts, Leisure and Tourism, Food Technology, PE, 

Creative Media 

Entry Level: Maths, English, Science, IC, PE 

Other: Jamie Oliver Food Tech, Land Based Studies, Road Safety, Travel Training, Arts 

Award 

Access to Fair Assessment  

 

We aim to provide a variety of qualifications which provide all students with the 
opportunity to achieve their full potential by the most appropriate learning pathway.  
Our Assessment Policy is based on the concepts of equality, diversity, clarity, 
consistency and openness. We will endeavour to ensure that the assessment 
processes are implemented in a way which is fair and non-discriminatory.  

 

Cheating and Plagiarism 

A fair assessment of student’s work can only be made if that work is entirely the 
student’s own. Therefore students can expect an awarding body to be informed if:  

• They are found guilty of copying, giving or sharing information or answers, 
unless part of a joint project  

• They use an unauthorised aid during a test or examination  

• They copy another student’s answers during a test or examination  

• They talk during a test or examination.  
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All allegations of cheating and plagiarism will lead to a full investigation which will 
follow the guidance of the relevant awarding body. If a student feels he/she has been 
wrongly accused of cheating or plagiarism, they should be referred to the Complaints 
Policy. 

 

What students can expect from us  

• We aim to ensure that all assessment of work is carried out fairly and in 
keeping with the awarding body’s requirements.  

• All portfolio-based work will be assessed fairly against the qualification 
standards and teachers involved will be fully trained.  

• Internal assessments will be carried out fairly and according to awarding body 
instructions.  

• Externally marked tests and exams will be according to the requirements of 
the awarding body.  

• To be fully inducted onto a new course and given information that can be 
shared with parents and carers.  

• Learning outcomes, performance criteria and other significant elements of 
learning and assessment to be made clear at the outset of the course and 
when assignments are set.  

• To be given appropriate assessment opportunities during the course with 
feedback provided on the quality of the work.  

• All work to be marked within two weeks of submission by the student.  

• Where equivalents and exemptions can be applied, we will ensure this is 
pursued with the relevant awarding body.  

Candidate Examinations Malpractice  

 

This policy sets out to define the procedures to be followed in the event of any 
dispute or allegation regarding candidate malpractice in the assessment of internally 
marked qualifications (such as Btecs) and also regarding examinations marked 
externally.  

 

Examples of Malpractice  

Attempted or actual malpractice activity will not be tolerated. The following are 
examples of malpractice by candidates with regards to portfolio-based qualifications. 
This list is not exhaustive:  
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• Plagiarism: the copying and passing of as the candidate’s own work, the 
whole or part of another person’s work;  

• Collusion: working collaboratively with other learners to produce work that is 
submitted as the candidate’s only;  

• Failing to abide by the instructions of an assessor – This may refer to the use 
of resources which the candidate have be specifically told not to use;  

• The alteration of any results document  

If a teacher suspects a candidate of malpractice, the candidate will be informed and 
the allegations will be explained. The candidate will have the opportunity to give their 
side of the story before any final decision is made. If the candidate accepts that 
malpractice has occurred, he/she will be given the opportunity to repeat the 
assignment. If found guilty of malpractice following an investigation, the teacher may 
decide to re-mark previous assignments and these could also be rejected if similar 
concerns are identified.  

 

The following are examples of malpractice by candidates with regards to 
examinations. This list is not exhaustive:  

• Talking during an examination  
• Taking a mobile phone into an examination  
• Taking any item other than those accepted by the Awarding Body into the 

examination, such as a book or notes  
• Leaving the examination room without permission  
• Passing notes or papers or accepting notes to, or accepting notes or papers 

from another candidate  

If a teacher suspects a candidate of malpractice during an examination, the 
candidate will be informed and the allegations will be explained. The candidate will 
have the opportunity to give their side of the story before any final decision is made. 
If the candidate is found guilty of malpractice, the Awarding Body will be informed 
and the candidate’s examination paper with be withdrawn. It is unlikely that the 
candidate will have the opportunity to repeat the examination.  

 

Appeals  

In the event that a malpractice decision is made, which the candidate feels is unfair, 
the candidate has the right to appeal in line the Appeals Policy. 
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Staff Examinations Malpractice  

 

This policy sets out to define the procedures to be followed in the event of any 
dispute or allegation regarding staff malpractice in the assessment of internally 
marked qualifications (such as ASDAN CoPE) and also regarding examinations 
invigilated by staff at the school and marked externally.  

 

Examples of Malpractice  

Attempted or actual malpractice activity will not be tolerated. The following are 
examples of malpractice by staff with regards to portfolio-based qualifications. This 
list is not exhaustive:  

• Tampering with candidates work prior to external moderation/verification  
• Assisting candidates with the production of work outside of the awarding body 

guidance  
• Fabricating assessment and/or internal verification records or authentication 

statements  

The following are examples of malpractice by staff with regard to examinations:  

• Assisting candidates with exam questions outside of the awarding body 
guidance  

• Allowing candidates to talk, use a mobile phone or go to the toilet 
unsupervised  

• Tampering with scripts prior to external marking taking place.  

 

Staff Malpractice Procedure  

Investigations into allegations will be coordinated by Jo Beaumont , Examinations 
Officer/Key Stage 4 Coordinator, who will ensure the initial investigation is carried 
out within ten working days. The investigation will involve establishing the full facts 
and circumstances of any alleged malpractice. It should not be assumed that 
because an allegation has been made, it is true. Where appropriate, the staff 
member concerned and any potential witnesses will be interviewed and their version 
of events recorded on paper.  

The member of staff will be:  

• Informed in writing of the allegation made against him or her;  
• Informed what evidence there is to support the allegation;  
• Informed of the possible consequences, should malpractice be proven;  
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• Given the opportunity to consider their response to the allegations ; 
• Given the opportunity to submit a written statement;  
• Given the opportunity to seek advice (as necessary) and to provide a 

supplementary statement (if required);  
• Informed of the applicable appeals procedure, should a decision be made 

against him/her;  
• Informed of the possibility that information relating to a serious case of 

malpractice will be shared with the relevant awarding body and may be 
shared with other awarding bodies, the regulators; Ofqual, the police and/or 
professional bodies including the GTC  

If work is submitted for moderation/verification or for marking is not the candidate’s 
own work, the awarding body may not be able to give that candidate a result.  

 

Staff Malpractice Sanctions  

Where a member of staff is found guilty of malpractice, The Lindfield school may 
impose the following sanctions:  

1) Written warning: Issue the member of staff with a written warning stating that if the 
offence is repeated within a set period of time, further specified sanctions will be 
applied.  

2) Training: Require the member of staff, as a condition of future involvement in both 
internal and external assessments to undertake specific training or mentoring, within 
a particular period of time, including a review process at the end of the training.  

3) Special conditions: Impose special conditions on the future involvement in 
assessments by the member of staff.  

4) Suspension: Bar the member of staff in all involvement in the administration of 
assessments for a set period of time.  

5) Dismissal: Should the degree of malpractice be deemed gross professional 
misconduct, the member of staff could face dismissal from his/her post  

Where a member of staff is found guilty of malpractice, The Lindfield School Staff 
Disciplinary Procedures may commence. Please read the Staff Disciplinary Policy in 
conjunction with this policy.  

 

Appeals  

The member of staff may appeal against sanctions imposed on them. Appeals will be 
conducted in line with The Lindfield School’s Appeals Policy.  
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 Internal Examination Moderation Policy  

 

General Internal Moderation Principles  

1. It is essential that assessment decisions are in line with the qualification 
standards. The internal and external moderation process is in place to ensure that all 
assessments are applied consistently for all candidates and that the final judgement 
is accurate, reliable and recorded.  

2. Internal moderation should be on-going throughout the course, with feedback 
being given to the assessors. There should be evidence of feedback being actioned 
where necessary.  

3. Summative internal moderation must be carried out prior to candidates being 
entered for external moderation. Only those assessors whose candidates have fully 
met the standards can be entered for external moderation. Entering those who have 
not met the standards will jeopardise the success of those who have met the 
standards. If a tutor is found to be entering candidates for moderation who have not 
met the standards, disciplinary procedures may be implemented.  

4. It is the responsibility of all staff to participate in the moderation process by 
keeping the necessary records, attending relevant meetings and submitting marked 
student work as requested.  

5. All assessment evidence, which has been internally moderated, must be kept 
onsite until after the external moderation. The work remains the property of the 
candidate and can be returned to the candidate according to the requirements of the 
relevant awarding body.  

 

Internal Moderation Process for Term 1  

• Establish numbers of student cohort  

• Establish levels that these candidates will work on  

• Register candidates (CANa)  

• Allocate IM(s) to assessor(s)  

• IM to approve proposed SoW / assessments  

• IM to draw up sample plan (not to be shared with assessor)  
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Internal Moderation Process for Term 2 

• Co-ordinator to ensure that all IMs and assessors have met  

• First round of formative internal moderation to be conducted. One copy of 
feedback sheet (see page 4) to be given to the assessor, one to be stored 
centrally in the centre portfolio for auditable purposes  

• Meeting held to discuss issues arising from first round of internal moderation. 
Minutes taken (see page 3)  

Internal Moderation Process for Term 3 

• Second round of formative internal moderation to be conducted. Documentation 
to be copied as before and stored in the centre portfolio  

• Any action noted by the IM on first round to be checked and signed off  

• Meeting held to discuss issues arising  

Internal Moderation Process for Term 4 

• Third round of internal moderation to be conducted. Documentation to be copied 
as before and stored in centre portfolio  

• Any continuing issues to be addressed and signed off  

• Meeting held to discuss issues and plan for external moderation  

Internal Moderation Process for Term 5  

• Co-ordinator to establish candidates and units to be put forward for external 
moderation  

• Summative internal moderation to be conducted  

• Arrangements to be made for External Moderation  

Internal Moderation Process for Term 6 

• External Moderation takes place  

• Meeting to be arranged to discuss feedback from External Moderation and plan 
put in place to address any issues arising  
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Student Grades Appeals  

This addresses the situation where students may wish to appeal against a grade 
he/she has received for a qualification. Students are made aware of the existence of 
this policy and have open access to it. It can be found in all KS4 class bases and 
online in the pupils’ area of the school ICT system, along with the appeals policies 
for each of the awarding bodies used by The Lindfield School. All staff are made 
aware of these policies and how to access them in order that students can be 
supported.  

All students at The Lindfield School have the right to make an appeal about any of 
the marks received for the qualifications they are undertaking. If any student wishes 
to appeal a decision, they should follow the following procedure: 

1. If possible, speak to the member of staff responsible for teaching the 
qualification in the first instance about the reason they wish to appeal.  

 

2. The member of staff has a responsibility to explain to the candidate why 
he/she received the grade/mark.  

 

3. If the student is not satisfied with the explanation, the piece of work will be re-
marked by another member of staff also involved with that qualification.  

 

4. The student will be informed of the outcome of the re-marking by letter.  

 

5. If the student wants to continue the appeal, he/she needs to contact the 
exams officer, who will provide the student with information about the appeals 
procedure for the relevant awarding body and explain what is involved. The 
exams officer will assist with the completion of any forms and will correspond 
with the awarding body on behalf of the student.  

 

6. Please note: a student must have the support of the centre to be able to 
appeal against a result.  

 


