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A04: ASSESSMENT POLICY

Rationale

At Edison International Academy, Al Markhiya we believe that assessment provides the basis for
informed teaching, helping Students to overcome difficulties and ensuring that teaching builds upon
what has been learned. Itis also the means by which Students understand what they have achieved and

what they need to work on.

Formative assessment creates a positive learning environment where children can see the steps
necessary for their own success. It enables teachers to set appropriate work at the level necessary for

the children’s continuing progress.

Summative assessment is important for accurate information regarding a child’s attainment and

progress. It informs whole school target setting and prediction of a cohort’s future attainment.

Aims and objectives

The aims and objectives of this policy are:

o Toraise the standards of achievement throughout the school
e To maintain accurate records of the progress and attainment of individual children and cohorts

o To ensure consistency in assessing achievement and identifying achievable and challenging

targets for each child
e To enable the active involvement of Students in their own learning

e To enable teachers and other professionals to use assessment judgements to plan work that

accurately reflects the needs of individual Students

e To provide regular information for parents that enables them to support their child’s learning

“Empower students to learn for life and strive for excellence so that they can contribute positively to the global society”

AlMorkhiva Camgus e Landline: <274 448 87135 | Mobile «$74 559 W531 o E: mkoffice@eadisongotarcom edsonocademy/markhiya



EDISON International Academy JU gl pul ol c’i..y.;._plSi
)

Al Markhiya dus 0l
EDISON

o To provide the information that allows school leaders and stakeholders to make judgements
about the effectiveness of the school and to evaluate the school’s performance against its own

previous attainment over time and against national standards

Assessment Cycle:
Plan

Assessment

Cycle

ot
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Types of assessment

At Edison International Academy MK, we use a combination of formative and summative assessment as
outlined below:

Formative Assessment (Assessment for Learning — AFL)

Formative assessment is a powerful way of raising Students’ achievement. It is based on the principle
that Students willimprove most if they understand the aim of their learning, where they are in relation to

this aim and how they can achieve the aim.
Formative assessments are utilized to:

identify children’s strengths and gaps in their skills/knowledge

e identify next steps for learning
e inform future planning
e enable appropriate strategies to be employed

o facilitate the setting of appropriate targets for the class, group, and individual
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e track the child’s rate of progress
o facilitate an evaluation of the effectiveness of teaching and learning
e inform future teaching and learning strategies

o identify individuals and groups for specific intervention support

Summative Assessment - Assessment of Learning

Summative assessment (Assessment of Learning) is important for informing both parents and teachers
of a child’s attainment and progress. This will also inform whole school target setting and prediction of

a cohort’s future attainment

Summative assessments are utilized to:

identify attainment through one-off standardised tests at any given pointin time
e record performance in a specific area on a specific date

e provide age-standardised information

e provide end of key stage test data against which the school will be judged

e ensure statutory assessments at the end of EYFS, KS1, KS3 and KS4 are met

provide information about cohort areas of strength and weakness to build from in the future

Summative Assessment Outline - Goalposts:

e Year 1: Phonics screening check
e Year 2: English/Maths GL Assessments and performance indicators

e Year 2: English / MathsUK Standard Assessment Tests (SATs) and performance indicators
(initiated 2025)

e Year 5: English/ Maths GL Assessments and performance indicators

e Year 6: English / MathsUK Standard Assessment Tests (SATs) and performance indicators
(initiated 2025)
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Planning for assessment
The Early Learning Goals and National Curriculum Programmes of Study are used to guide our teaching.
These documents provide us with the framework to ensure breadth and balance in our curriculum and

provide the markers to assess both formative and summative approaches.

Lessons are planned with clear learning objectives, based on the teacher’s detailed knowledge of each
child. We strive to ensure all tasks set are appropriate to each child’s level of ability. The format of our
lesson plans ensures that our lessons are planned in detail, taking into account the needs of all
Students. Teachers use focused marking, questioning and observations to assess children’s progress in
relation to the planned learning objectives and set next steps to show where the child is in relation to
this aim and how they can achieve the aim. Teachers use this information when planning for subsequent

lessons.
Assessment and Reporting in the Foundation Stage

Continuous assessment of students’ achievement of the Learning goals across the seven Learning areas
from the Early Years Framework occurs over the academic year. This is assessed through the use of Long
observations, Short Observations, focus activities, and questioning. The information is recorded in
individual student portfolios to give show progress, acquisition and achievement of the Learning goals,

as stated in the Early Years Learning Outcomes document.

Diagnostic Assessmentis conducted with the EYFS students at the beginning of the Term 1, a few weeks
after the students have settled in. The text is conducted a second time at the end of Term 1 or beginning

of Term 2 and a third time at the end of Term 3. The students are tested on the following:

e Phonics Knowledge

e Numbers and Numerals
e Colours

e Shapes

e Predominant hand

e |[etter formation
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e (CVCand CVCC spelling and reading (Term 2 & 3 in Reception)
e Sentence reading and Writing (Term 2 & 3 in Reception)
e Sight Words (Term 2 & 3 in Reception)

e Diagraphs (Term 3 in Reception)

At the end of each term, information gathered will be recorded in a Term Report for each EYFS student
and shared with parents. The information will state if the student is assessed against the early learning
goals and recorded at ‘emerging’, an ‘expected’, or ‘exceeding’ level. This will also be noted for Arabic

and Islamic Studies.

All assessment information is filed in Individual Student Profiles to ensure there is comprehensive

documentation of the student’s progress over their EYFS years.
Assessment and Recording in Key Stage 1 and 2

Teachers use assessment for learning (AfL) to provide on-going assessment, through the use of focused
marking and/or observations of children’s work against learning objectives and success criteria. This
informationis then used to assess progress towards meeting learning targets and to identify and set next

step targets for each child.

Assessment using end of topic tests, projects (with accompanying Rubrics), Mid Term and End of Term
exams and short tests are used to provide ongoing information on achievement of curriculum learning
objectives across each term. The results of these will be used to provide information and grades when
reporting to parents. Parent will receive reports each term giving information on students’ progress and

grades.

Student Progress Trackers are also used to assess how well the students are progressing through the
curriculum. Diagnostic and Baseline information is collected at the beginning of the academic year in
English, Maths and Arabic. This will be used to set targets for individual students, to inform teacher
planning of the class programme, and to provide data for analysis of baseline student performance. At

the completion of the Academic year, all students will be tested with similar tests to provide data to be
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used for analysis of individual student achievement and progress, class progress and achievement and

comparative data analysis across the years.

Setting Tests for Assessment Purposes
o Diagnostic tests, topic tests and other short tests need to be sent to the SLT to be checked and
approved to ensure that they will give a true indication of the Learning objectives being assessed
as being achieved or not.
e As marks go towards the grades that will indicate if a student will pass or fail, the marking of tests
need to be moderated across the year groups.

o Afile for eachyear level containing all tests given for grading purposes should be kept by the SLT.

Marking Policy
e All students will receive regular verbal and written feedback on their work. Marking should be
diagnostic and meaningful.

o Marking should regularly include next steps/targets for students to work towards.

Assessment Records
o Teachers will keep records of assessment results, observations and target acquisition of every
student within their class.
e Each student will have an individual portfolio which contains assessment information and work
samples. These will be cumulative over their Primay school years and will be passed on to
consecutive teachers. This is to ensure that each student is progressing, and if they are not, a

way forward to find out why can be found.

Appendix 1: Examples of Assessment materials, tools and tests
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Reading

Focused marking

Student observations

Book/work scrutiny

Guided Reading Records

Phonics assessment materials (including flashcards, real/invented word
tests, robot-talking words; sight recognition of high-frequency words)
Salford Reading Test

Teacher-planned comprehension tests/activities

Phonic phase assessments — 6 Year old Phonics Screen (UK SAT)

AfL

UK SATS English Reading Comprehension

GLs Reading Comprehension (Year 2, 5),

Writing

Focused marking

Student observations

Book/work scrutiny

Writing samples (independent where possible)

Phonics assessment

Results of class tests (e.g. weekly spelling tests)

Critical Thinking Writing Assessment

Student peer and self-assessment
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e Focused marking
o Student observations
e Book/work scrutiny
g e Results of class tests (e.g. tables tests)
§ e Maths unit tests
e GLs Math Assessment (Year2 &5)
e UK Math Assessment (Year 2 & 6)
o Student Peer -self assessment
English
e Update of tracking grids for reading and writing based on focused marking and
observations of children’s learning (Introduced Term 2 2023)
e Runningrecords/guided reading records
¢ Independent writing samples
§ e Assessments of phonic phase for each child (EYFS/KS1)
f e Setnew learning targets
§ Maths
< e Update of tracking grids for maths based on focused marking and observations
of children’s learning (Introduced Term 2 2023)
e Setnew targets
Foundation Subjects
¢ Record significant progress against learning targets
e Update Class Student Progress Profile
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English
e On-going update of tracking grids for reading and writing based on focused
marking and observations of children’s learning (Introduced Term 2 2023)
¢ Running records/guided reading records
¢ Independent writing samples
e Assessments of phonic phase for each child (EYFS/KS1)
e Setnew learning targets

Maths

Spring Term

e On-going update of tracking grids for maths based on focused marking and
observations of children’s learning (Introduced Term 2 2023)
e Setnew targets
Foundation Subjects
e Record significant progress against HPC learning targets

e Update Class Student Progress Profile
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English

e On-going update of APP-based tracking grids for reading and writing based on
focused marking and observations of children’s learning (Introduced Term 2
2023)

¢ Running records/guided reading records

¢ Independent writing samples

e Assess phonic phase for each child (EYFS/KS1) and update phonic phase grid
e Year1-6 Post Diagnostic Reading Test

e Year1-6 EOT Exams - Reading, Writing Spelling and Grammar

g e Year 2 &5 GL Exams Math and English
= o Setnew targets
g e National Curriculum progress check and targets recorded on End of Year Report
g Maths
(77} e On-going update of APP-based tracking grids for maths based on focused
marking and observations of children’s learning
e Year 2 and Year 6: SATs Tests -Written and Mental and Teacher Assessments
e Setnew targets
e National Curriculum levels and targets recorded on End of Year Report
e Year7-Year 9 NCT/Lower Secondary/Checkpoint
Foundation Subjects
e Record significant progress against HPC learning targets and complete End of
Year Report
e Update Class Student Progress Profile
Appendix 1:

Edison International Academy — Al Markhiya
Formative & Summative Assessment Percentages and Procedures

Implemented August 2024

Formative Assessment Percentage Weighting Policy
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Rationale:

The rationale behind implementing a formative assessment policy where formative assessments contribute
60% to the overall termly grades is rooted in several key educational principles and benefits. By implementing
this formative assessment policy, the school aims to create a supportive and effective learning environment
that prioritizes continuous improvement, active engagement, and personalized instruction. This approach not
only enhances academic outcomes but also fosters a love of learning and a commitment to lifelong education
with stakeholder involvement, school parents and students.

Aim:

The primary aim of this policy is to integrate formative assessments seamlessly into the teaching and learning
process. By contributing 60% to the overall termly grades, formative assessments play a crucial role in providing
continuous feedback to students, thereby enhancing their learning outcomes. This policy ensures that
assessments are not just a means of grading but a tool for learning and improvement.

Objectives

The objectives of this policy are multifaceted. Firstly, it aims to monitor student progress continuously, allowing
teachers to provide timely and constructive feedback. This feedback helps students understand their strengths
and areas for improvement. Secondly, the policy seeks to identify learning gaps early, enabling teachers to
adjust their instructional strategies to meet the diverse needs of their students. Additionally, it encourages
students to engage in self-assessment and peer assessment, fostering a sense of responsibility and ownership
over their learning. Lastly, the policy ensures that formative assessments are conducted in a fair, consistent,
and transparent manner.

Assessment Methods:

Formative assessments can take various forms to cater to different learning styles and objectives. These
include:

e Quizzes and Tests: Short, frequent quizzes help gauge students’ understanding of the material covered.
These assessments are designed to be low-stakes, focusing on learning rather than grading.

e (Classroom Activities: Interactive activities such as group work, discussions, and projects encourage
active participation and collaboration among students. These activities provide opportunities for
students to apply their knowledge in practical contexts.

e Homework Assignments: Regular homework assignments reinforce classroom learning and provide
additional practice. These assignments are designed to be meaningful and aligned with the learning
objectives.

“Empower students to learn for life and strive for excellence so that they can contribute positively to the global society”

AlMorkhiva Camgus e Landline: <274 448 87135 | Mobile «$74 559 W531 o E: mkoffice@eadisongotarcom edsonocademy/markhiya



EDISON International Academy JU gain U yiil g gl danuslSi
e

Al Markhiya dus 0l
EDISON

o Observations: Teachers observe students’ participation and engagement during lessons. These
observations provide valuable insights into students’ learning behaviors and attitudes.

e Selfand Peer Assessments: Students are given opportunities to assess their own and each other’s work.
This process helps them develop critical thinking and reflective skills.

Grading and Feedback:

Formative assessments will contribute 60% to the overall termly grades, emphasizing their importance in the
learning process. Teachers will give marks for tasks based on a specifications or rubrics and will provide
constructive feedback that is specific, actionable, and timely. This feedback will focus on highlighting students’
strengths, identifying areas forimprovement, and suggesting next steps. Teachers will maintain detailed records
of all formative assessments and the feedback provided to ensure transparency and consistency.

Implementation Procedures:

To effectively implement this policy, teachers will plan formative assessments as an integral part of their lesson
plans. These assessments will be aligned with the learning objectives to ensure they are relevant and
meaningful. Communication is key; therefore, students and parents will be informed about the assessment
criteria and the significance of formative assessments. Consistency in assessment is crucial, so teachers will
use standardized criteria and rubrics to evaluate student work. Regular review of assessment data will help
teachers identify trends and adjust their instructional strategies accordingly.

Roles and Responsibilities:

The successful implementation of this policy requires the active involvement of teachers, students, and
parents. Teachers are responsible for planning and conducting formative assessments, providing feedback, and
adjusting their teaching strategies based on assessment data. Students are expected to engage actively in
formative assessments, reflect on the feedback received, and take responsibility for their learning. Parents play
a supportive role by understanding the importance of formative assessments and encouraging their children to
act on the feedback provided.

Parental Involvement:
Parents are crucial partners in their children’s education. Here are ways they can be involved:

e Understanding the Process: Parents should familiarize themselves with the formative assessment
process and its importance how these assessments contribute to their child’s learning and overall
grades.

“Empower students to learn for life and strive for excellence so that they can contribute positively to the global society”

AlMorkhiva Camgus e Landline: <274 448 87135 | Mobile «$74 559 W531 o E: mkoffice@eadisongotarcom edsonocademy/markhiya



EDISON International Academy E JU gain U yiil g gl danuslSi
SN

Al Markhiya
EDISON

e Regular Communication: Parents should maintain regular communication with teachers to stay
informed about their child’s progress. This can be through attendance at parent-teacher meetings, by
emails, Dojo or Whatsapp.

e Supporting Learning at Home: Parents can support their child’s learning by providing a conducive
environment for homework and study. They can also help their child review feedback from formative
assessments and set goals for improvement.

e Encouraging Self-Assessment: Parents can encourage their children to reflect on their learning and
assess their own progress. This helps children develop self-awareness and responsibility for their
learning.

e Providing Feedback to Teachers: Parents can share their observations and feedback with teachers,
which can provide additional insights into the child’s learning needs and progress.

Professional Development:

To ensure the effectiveness of formative assessments, teachers will receive ongoing professional development
on effective assessment strategies and feedback techniques. This training will equip teachers with the skills
and knowledge needed to conduct formative assessments effectively. Additionally, teachers will collaborate to
share best practices and develop consistent assessment approaches.

Benefits of Continuous Assessment:

e Feed Back: Formative assessments are designed to provide continuous feedback to students, helping
them understand their learning progress. By contributing significantly to the overall grade, these
assessments emphasize the importance of ongoing learning and improvement rather than just final
outcomes. This approach encourages students to engage more deeply with the material and take
ownership of their learning journey.

o Identifying Learning Gaps Early: One of the primary benefits of formative assessments is the ability to
identify learning gaps early in the instructional process. This early detection allows teachers to adjust
their teaching strategies and provide targeted support to students who may be struggling. By addressing
these gaps promptly, the policy helps ensure that all students have the opportunity to succeed.

e Promoting a Growth Mind-set: By focusing on continuous assessment and feedback, the policy
promotes a growth mind-set among students. It encourages them to view challenges as opportunities
for growth and to understand that effort and persistence are key to improvement. This mindset is crucial
for long-term academic and personal success.

e Encouraging Active Participation: Formative assessments often involve interactive and engaging
activities such as group work, discussions, and projects. These activities encourage active participation
and collaboration among students, making learning more dynamic and enjoyable. This active
engagement helps students retain information better and develop important social and communication
skills.
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e Providing Meaningful Feedback: The policy ensures that students receive specific, actionable, and
timely feedback on their performance. This feedback is essential for helping students understand their
strengths and areas for improvement. It guides them on how to enhance their skills and knowledge,
leading to better academic outcomes.

e Supporting Differentiated Instruction: Formative assessments provide valuable data that teachers
can use to differentiate instruction. By understanding each student’s unique needs and learning styles,
teachers can tailor their teaching methods to better support individual students. This personalized
approach helps ensure that all students can achieve their full potential.

¢ Involving Parents in the Learning Process: The policy encourages parental involvement by keeping
parents informed about their child’s progress and the importance of formative assessments. When
parents understand and support the assessment process, they can provide better support at home,
reinforcing the learning that takes place in the classroom.

e Aligning with Educational Standards: The policy aligns with best practices in education, which
emphasize the importance of formative assessments in promoting effective learning. It ensures that the
school meets educational standards and provides a high-quality education that prepares students for
future academic and personal success.

Evaluation:

The school administration will monitor the implementation of the formative assessment policy to ensure it is
being followed correctly. The policy will be reviewed annually to ensure it meets the needs of students and
aligns with educational standards. This review process will involve gathering feedback from teachers, students,
and parents to make necessary adjustments.

Summative Assessment Percentage Weighting Policy
Rationale:

The summative assessment policy, contributing 40% to the overall termly grades, is designed to provide a
comprehensive evaluation of student learning. It holds students accountable and motivates them to perform
well, while also allowing for benchmarking against national or international standards. The results inform
future instructional planning and help identify strengths and weaknesses in student learning. This policy
enhances parental involvement by providing clear measures of student performance and supports a balanced
assessment approach that values both ongoing learning and final achievements. Ultimately, it encourages
reflective practice and continuous improvement, contributing to a high-quality educational experience.

Aim:
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The purpose of this policy is to outline the procedures for summative assessments in primary school, where
these assessments contribute 40% to the overall termly grades. Summative assessments are designed to
evaluate student learning at the end of an instructional period, providing a comprehensive measure of their
understanding and mastery of the material.

Objectives:

The objectives of this policy are multifaceted. Firstly, it aims to evaluate student learning and achievement at
the end of a term. This evaluation provides a clear and objective measure of student performance, which is
essential for understanding how well students have grasped the material. Secondly, the policy seeks to inform
future instructional planning and curriculum development. By analyzing the results of summative assessments,
teachers can identify areas where students excel and areas that may need additional focus. Lastly, the policy
ensures that summative assessments are conducted in a fair, consistent, and transparent manner, maintaining
the integrity of the grading process.

Assessment Methods:

Summative assessments can take various forms to cater to different learning styles and objectives. These
include:

e End-of-Term/ End of Unit Exams: Comprehensive exams that cover all the material taught during the
term. These exams provide a broad overview of student understanding and retention.

e Standardized Tests: Tests that measure student performance against national or international
benchmarks. These tests help to ensure that students are meeting expected standards.

e Final Projects: In-depth projects that require students to apply their knowledge and skills in a practical
context. These projects often involve research, critical thinking, and creativity.

Grading and Feedback:

Summative assessments will contribute 40% to the overall termly grades, emphasizing their role in the overall
evaluation of student performance. Teachers will provide detailed feedback on summative assessments,
highlighting strengths and areas for improvement. This feedback will be shared with students and parents to
ensure transparency and to guide future learning. Teachers will maintain accurate records of all summative
assessments and the feedback provided, ensuring that the grading process is consistent and fair.

Implementation Procedures

To effectively implement this policy, teachers will plan summative assessments as part of their curriculum
planning. These assessments will be aligned with learning objectives to ensure they are relevant and
meaningful. Communication is key; therefore, students and parents will be informed about the assessment
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schedule and criteria well in advance. Consistency in assessment is crucial, so teachers will use standardized
criteria and rubrics to evaluate student work. Regular review of assessment data will help teachers identify
trends and adjust their instructional strategies accordingly.

Roles and Responsibilities

The successful implementation of this policy requires the active involvement of teachers, students, and
parents. Teachers are responsible for planning and conducting summative assessments, providing feedback,
and using assessment data to inform instruction. Students are expected to prepare for and participate in
summative assessments, reflect on the feedback received, and use it to improve future performance. Parents
play a supportive role by understanding the importance of summative assessments and encouraging their
children to act on the feedback provided.

Parental Involvement
Parents are crucial partners in their children’s education. Here are ways they can be involved:

e Understanding the Process: Parents should familiarize themselves with the summative assessment
process and its importance. Schools can provide informational sessions or materials to help parents
understand how these assessments contribute to their child’s overall grades.

e Regular Communication: Parents should maintain regular communication with teachers to stay
informed about their child’s progress and assessment schedules. This can be through parent-teacher
meetings, emails, or school portals.

e Supporting Preparation: Parents can help their children prepare for summative assessments by
providing a conducive study environment and encouraging effective study habits. This support can
include setting up a quiet study space, helping with time management, and providing resources such as
books and study guides.

e Reviewing Feedback: Parents should review the feedback provided on summative assessments with
their children and help them set goals for improvement. This process helps students understand their
performance and areas where they can improve.

Professional Development

To ensure the effectiveness of summative assessments, teachers will receive ongoing professional
development on effective assessment strategies and feedback techniques. This training will equip teachers
with the skills and knowledge needed to conduct summative assessments effectively. Additionally, teachers
will collaborate to share best practices and develop consistent assessment approaches.

Evaluation

The school administration will monitor the implementation of the summative assessment policy to ensure itis
being followed correctly. The policy will be reviewed annually to ensure it meets the needs of students and
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aligns with educational standards. This review process will involve gathering feedback from teachers, students,
and parents to make necessary adjustments.

Benefits of Summative Assessment
Summative assessments provide several key benefits:

e Comprehensive Evaluation: They offer a broad overview of student learning and achievement, helping
to identify overall strengths and weaknesses.

e Accountability: Summative assessments hold students accountable for their learning, encouraging
them to take their studies seriously.

e Benchmarking: These assessments can be used to compare student performance against national or
international standards, providing valuable insights into how well the school is performing.

e Instructional Planning: The results of summative assessments can inform future instructional planning,
helping teachers to focus on areas that need improvement.

e Motivation: Knowing that summative assessments contribute to their overall grades can motivate
students to study and perform well.

School Examination Circular

School Examination Policy- Control J5 RS g el ) -oulally clilaial) dulaw
Procedures
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Coordinator shall be committed to as W e s e gliieda¥l g Lgiailia g ClaiaY) 4y ju
maintain the confidentiality of the LAY (e latial (Y s gl ddllaa (o) Legaile e

examinations, follow them and ensure their
proper functioning. They shall be
responsible for any violation or leaking of

any exam.

The exam questions shall be developed in | sl s d )aall e G bl late¥) dlud aa g aly— 2
consultation between the Principal, the Ol Adla i agia JS paly Cuny G el 5 (Guaiall 5 (analSY)
Curriculum Coordinator, the coordinator ALY

and the teachers; each of them shall
submit their own suggestions regarding the
questions.
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The Curriculum Coordinator shall set the
final exam formats, and then he/she alone
shall print and keep them.

eﬁéu@m%@\w\ e.bﬁwﬂs;\]\ ) ?);'3_3
2 O3 oan g Ly Bl 5 Lie Lilay

The exam shall be printed the week before
each exam by the Principal and the
Curriculum Coordinator with the help of
one printing technician.

%\ydﬁh\dswdﬂ;w4géobh\ﬂ&c%g;g-4
a5 gl sacbue s alSY) ol A paall e

The Principal/ Curriculum Coordinator
shall sign the question sheets after
printing, place them in closed envelopes,
and keep them in SLT office.

Lgtie Lida 2y A1) (3 ) ol o gl oSyl a5ty — 5
WA 8 L bading o8 aelilly Ao galas Adlaa o ylal A pagig
ASa JAls dalea

The Principal/ Curriculum Coordinator
shall submit the questions papers to the
coordinator 10mins before the start of the
exam while sealed after signing the receipt
by the coordinator.

A yall Gusiad ALY (3 ) 5l aslosty SV a2 55— 6
Guiall a5y Of x5 5 Al Aol Caiaiy i) ey U8
YL a8 gl

The coordinator shall distribute the
question papers to the teachers five
minutes before the exam and after signing
by each teacher that he received the
papers sealed.

223 U8 Greaall e A Gl 5l @) s Guiall o 58 -7
L Adlea 31, 6y

The School Principal, Curriculum
Coordinator shall refrain from handing over
the question papers, even if they are closed
to any other staff member of the school, in
order to deliver or distribute them.

Guiall 5 oSV 0aal 5 A jaall joae (e JS e piiey— 8
A yaally Al il ga g ) Allie S o5 ALY 51 5l il
Lo ) el

After ending the mentioned consultation
stage, any employee other than the above-
mentioned, whatever his/her job grade is,
shall notin any way participate in this
process.

‘Piu.k}n(siés ‘)LA.IDJJSJA]\ JJW\Z\LJ«;L@L\m-g
O UG ol AS i) duils gl 4y S ol ) oS3l e
Aolendl o3a 8 JIKEY)

The class teacher has the right to refrain
from taking the examination papers if they
are opened or not sealed.

B8l alsi e g liia¥) Ciuall (s yaal g Buiall 353210
ety Ao ity ol A it ChS 1Y) laiaY)

The class teacher communicate
immediately with the School Principal/
Curriculum Coordinator to report any leak
or any suspicious incident inside the
classroom or any information that he/she
knows regarding any breach of the
confidentiality of examinations.

e g daal il 1) 58 Busiall 5 Ciall s pde e g <11

Gl sl i Al 5 6l e £ anal&YT a5 Ayl
Alee A Jaai e slaa ol e 5l Canall Jala Gaanti Gy e dadl
LAY e JIAY) i
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The School Principal/ Curriculum
Coordinator shall inform the Managing
Director of any incident or information
regarding the exam leak, fraud or any other
suspicious matter.

b aladl 50aall 30k analSY) ppaall 5 A paal) yaae a3l 212
e AT el (gl sl sl gl iy (3lati e laa i Aadl

Aroom is assigned in the school to receive
the answer sheets from the class teachers,
called the control room. The key is
possessed only by the Principal/
Curriculum Coordinator

e AaY! ) o) JLEiny du o JSida e =13

The class teachers collect the answer
sheets from the students after the end of
the exam time and put them in sealed
envelopes and deliver them to the
coordinator in the control room.

20y 23 (g0 SUAY) G5} gens Cisiiall s y2e 058 -14
Aalaa Ca ka8 L graay g (laiadl aasal) < ) olgcil

b IS i a8 5 SN A8 (B Guaiall ) Ledsab s
posl 5 Aalivaall (3) ) 5¥1 230 oie Jas (3 a5 A sime 3 2
oS, 88 5e 128 0 5 o e Balal) a5 arlusilly Q38 aledll
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The Curriculum Coordinator, and the
class/subject teacher shall meet at the end
of the school day in the control room to
begin correcting the answer sheets of
he/she class and records the grades and
makes a list of students' names and
grades, then signs this list and gives it to
the coordinator and the Principal/
Curriculum Coordinator to sign.

Al Cagiiall salesy Guial) 5 anlSY1 ) aaing -15
Cnaaly Ciua alza (S o 53 J g il 46 je Jals ol Hall a5l
Cai€ alae ) g ila jall dia g dbeay Taldll Ay 31
uiall by 5 ol 138 e a8 5y 4 agila 5 22 elanly
Ao ad il SVl

Itis not allowed for any employee to enter
the control room unless he/she is invited.

iged ool le J g uisl 4 e Jan cilhge gl o wier-16
s )

The class teacher collects and records the
grades, and keeps them until the
completion of all examinations. He/she
record the grades of each student on the
Digital Campus for this purpose and then
sighs and hands over to the Principal of the
school to sign and stamp with the seal of
the school in preparation for handover to
the parents/guardian.

Lo Llaia ¥l il jall G g€ paeady anlSY) i o517
e (uiall Bac by o i &3 LAY A8S (e elgBY) s
Lgm 55 5 (m padl 1agd Bamall 5ol (8 2l S il 2

A el il Leaia s Lale ad gill A jaal) g Leaslas
oY) sl Lol Taggas

The School Principal and the Curriculum
Cordinator are committed to submit a
report to the Managing Director on the
progress of the examination process, the
actions taken and the obstacles

DR s e SV el s A paell e (e IS a5k -18
A L;"J\ Q\c\ﬁ‘%\ oo ol Adee yuw e e\.«d\ ol )
Glai B ) 5583 )L IS e a8l (5 skt o g ddle
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encountered in the process, if any. In
general, the report should include every
exception and reference relating to the
examinations as well as its proposals, if
any.

Second: Sanctions:
As per Labour law number 61 and school

by law policy

sl gl ¢ Ll
61 ad Jard) ¢ 558 Bala g Jard) audili AaiY o

Every employee that has leaked the test to
others, if on purpose or not, shall be
punished by dismissal from service and
deprivation of end of service benefits. The
school reserves the right to file a case to
local authorities.

Landl) 40 3lalSa (ge (o all pe Laddll (e dacailly (il — 1
138 Cpe BAEELY) Cadi o) g yadl ) Ulaia) oy cals g0 S
Al ol ) 13g dimall cildaludl &30 A jaall 3y
PN

Any person who covers up a test leaking,
shall be punished by deduction from the
salary from one to ten days. The penalty
shall be dismissal if he/she is able to
prevent the incident and does not do this.

i e JS pll B i ) a9 (e i) (e et il — 2
13) Aaadl) (pe Jaadll B gall () 5S5 g ¢ jlaial oy Andl g e
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Both the School Principal and the
Curriculum Coordinator shall be jointly
responsible for any conduct that violates
the confidentiality of the examinations and
the appropriate procedure.

Al siuse S paall g A al) pde (e JS A ghasa (585 -3
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Any person who facilitates the cheating for
any students or cover ups or encourages
them to cheat shall be punished by
deduction from the salary from one to
seven days.

Jeos (3o IS bl drss (50 e Gl 11 (e auadlly Ciiley -4
Ol e axad asle i o Sl aaY (i) Al

Any person who commits misconduct
concerning the examination process or in
any way contravenes any steps detailed in
Section 1 of this document, shall be
punished by deduction from the salary
from one to ten days.

o IS ol 3550 ) ps e 1 (e el CBlay -5
a8y yha ol Al gtV dlee s Gy Sae Sl
Laaal o Y0 and) 853 ) 5l <l gladl

6- In the case of anyone violating the
examination policy a second time, the
punishment shall be dismissal from service
and deprivation of end of service benefits.

e Oleall e Aol (e Jeadll 4 gaall (5 oS53 g2ll Al -6
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ASSESSMENT POLICY PROCEDURES

Policy and procedure for Invigilation and Marking

At EIA-MK we are justifiably proud of the advances we have made in developing an effective culture of
Assessmentin our schools. All EIA-MK staff at every level share the responsibility to uphold the security
and integrity of our Assessment and examination processes through the highest standards of
professionalism.

Purposes:

* Ensure standardised practices for security, invigilation, marking and moderation in EDISON-MK.
* Ensure credibility of data for the exams and the results are reported to parents.

Please note that this process must be followed for all Exams.
ADHERENCE TO THESE PROCESSES IS COMPULSORY AND NON -NEGOTIABLE

Exam Committee:

Academic Year 2025-26

Head of Examination — Ms Maryam White (Principal)

Chair of Arabic Committee — Ms Maha ( Arabic Co-Ordinator)
Examination Room Preparation and Invigilation procedures:

e Printing/Photocopying of any written assessment papers will take place under secure conditions
and supervision at school level. The resource personnel, is responsible for printing the papers.

e The homeroom teacher will invigilate their own class.

e All related classroom displays to be covered as appropriate. (Word Walls need not be covered.
Only concept displays and children’s work need covering)

e Students should be seated individually with an appropriate distance between each table.

e Students remain in the same classroom or space for their assessments.
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e Allchildrenwith chronicillnesses should take theirexams in a separate room away from the other
children. Parents of students with an official medical certificate confirming they are not permitted
to attend school, must be presented to the principal.

e Aworking clock must be always visible to students.

e Head of examination/Academic manager/coordinator to check rooms one day before
assessments.

e The Invigilator must write the date, subject, start and finish times clearly on the board.

e Before the assessment period, Parents must be clearly notified about the Exam schedule,
stationaries to bring and exam objectives to prepare for the assessments.

e Personal mobile telephones and other electronic equipment are not permitted in the assessment
room. Students caught with them will be disqualified whether. This is in line with MOHE and Exam
Board guidelines. Invigilators must not use mobile phones / technological devices in the
examination room under any circumstance other than in an emergency. Computers are only to be
used for displaying agreed exams. For emergency cases, the invigilator must contact the
Principal.

e |n line with current best practice guidelines for international exam boards, students must not
bring Smart watches of any kind to the exam room as they are not permitted. This is also
intended to prevent cheatingin line with updated MOHE and Exam board guidelines.

e Accommodation for Learning Support Students: Only children identified with severe needs (
Evidence based) will sit their exams with a designated adult with the following accommodations:

Reader: Except for the English/ Arabic Reading Comprehension Paper

Extra given to children with learning difficulty or physical difficulty.

Assessments for children with learning difficulty will not be modified unless instructed
otherwise by the principal.

For Primary (Y. 1-6)

*  Written assessments will be projected on the board for students in Years 1-3.

* Students in Years 1 and 2 are to be read questions and provided adequate time to respond to
each question as the paperis read to them, except in the Reading Comprehension.

* InYears 3-6 students may request that a question is read to them if they raise their hand and ask
forthis. Invigilators will ensure that the reading of questions is managed so thatit does notdisrupt
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the exam process for other students. No other help should be provided to students or
clarification given.

* There is to be no clarification sought/ discussion entered into with students regarding possible
incorrect questions during the allocated assessment time. If errors are subsequently found in an
assessment, marks will be amended.

* Individual diagrams or images that require colour or are unclear may be projected onto a
whiteboard.

* Students on Accomadation Plans or IEPs will have additional support during the exam based on
the discretion of the teacher. They may be taken to a separate room to conduct the examination
with support and to be removed from typical classroom distractions

* Theinvigilator should have the required stationery ready during the exam invigilation.

* In cases of cheating/ malpractice, the invigilator will complete the malpractice report and
forward as soon as possible following the conclusion of the assessment, to the Principal and the
Academic manager.

* Inthe best interests of supporting our students to appreciate the high expectations we have of
their conduct in exams, schools will retain and analyse all Student malpractice reports from one
exam season to the next. Itis the responsibility of the Principal to determine the appropriate level
of advice or, if necessary, sanctions to be administered to a student. It is particularly important
for a ‘repeat offender’ even in cases of low-level misdemeanor, to be ‘challenged’ appropriately
and parents informed. Sanctions will, in cases of more serious or ongoing exam malpractice,
involve the award of zero or the withdrawal of a student from one or more exams. This will be
decided after proper investigation and committee meetings.

* Invigilators must be vigilant and active during examination time.

* Students must be reminded verbally when there are 10 and 5 minutes of the assessment time
remaining.

* The assessments papers must be collected from the designated room by the home room
teacher/assistants/ subject teacher 15-20 min prior to the start of the exam after duly signing the
received form.

* Atthe end of the assessment the students must be told to stop writing/ answering.

* Assessment papers must be collected at the end of the assessment ONLY.
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* Theinvigilator must (in written assessments) count the assessment papers and place them into
envelopes. All relevant information needs to be completed on the cover sheet.

* Theinvigilators must sign the envelopes.

* Each home room teacher is responsible for ensuring appropriate collection of assessments are
done and handed over to the exam coordinator/ head of exam. All envelopes for written
assessments are to be handed to the designated person at the conclusion of the Assessment as
determined by the Principal.

* Sessiontimes are as in the published exam schedule.

Marking

e Examstobe markedin school premises under designated supervision. No paper should be marked
in classrooms or taken home. Non-following of this criteria will result in a written warning.

e Signing out and signing in is required on official documents when assessment papers are taken out
for marking or brought back after marking. This needs to be done each time.

e No assessment papers/question papers should be found lying around. Everything should be
returned to the designated room after duly signing the documents.

Marking Procedures:

* The Head of Exams will confirm and agree the marking arrangements with the Exam coordinator.

* Forwritten assessments — marking will be as follows:

o Teachers will be marking at a common marking area in the school premises as per the agreed
time.

o The teachers responsible for marking the papers will discuss the marking scheme in each
subject prior to marking. In this discussion they must share and ensure a common
understanding of all aspects of how the Mark scheme should be interpreted. After the exams
there should also be a thorough moderation exercise across school to ensure consistency
of standards, fairness, and integrity.

o Moderation of marking should be sufficiently thorough to eliminate any mistakes in the first
marking. The first marker will not be the class teacher. Co-teacher will be the first marker. The
class teacher will be the second marker to eliminate mistakes. All the papers will then be
moderated by the Head of exam and the Exam coordinator.
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o Teachers need to use Red pens as first markers, Green for second marker, and Black pens
will be used by the final moderators for any amendments.

o Evidence of marking to be seen on written papers with respect to spelling, punctuation,
grammar etc.

o All marking is strictly confidential.
Teachers will follow the directions of relevant staff regarding mark allocation.

o Teachers need to be consistent throughout all papers using the provided marking scheme,
including any modifications agreed by the Head of Examination and the Exam Coordinator.

o Exam marks will be entered on Digital Campus once approved by the Head of Examination.
The IT personnel will check entered marks on Digital Campus and report any delays to the
Principal and the Academic Coordinator.

o AssessmentResults should notbe communicated to students under any circumstances prior
to the report.

Failing Student Resits

* There will be resit for failing students at the end of the EOT exam but not Mid Term Exams or
Continuous Assessments. The exam will not be identical to the first exam but will be of a similar
standard.

* Anabsent student will get another chance to sit for their exams if they produce medical reports and
certificates from authorized personals.

* The final decision to allow a child to take the exam due to failure in the first attempt or absence lies

at the discretion of the principal.

Head of Exam and Exam Coordinator is responsible for:

* Monitoring and follow up of teaching staff during the marking period.
* Ensuring marking and moderation are conducted in line with expectations and Policy.

* Overseeing the security of assessment papers and holding the keys of all rooms in which all exam
papers are kept.

Final Result Data Verification Process:

* Itisrecommended that at least four exam papers from each envelope be sampled to:
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o Verify data

o Check that the marker has signed and allocated final marks on the assessment
paper.

o Where there is an inconsistency, this is clarified against the assessment papers

and Digital Campus data.

e |If more than 4 papers are found to have marking discrepancies or data entering
discrepancies, then the concerned teacher will be instructed to re-check the whole set

of papers again.

What to Say to Students during Assessments

Before Exam Time Start

e Referto any Teacher Scripts (for Primary) provided which take precedence over below

e ‘Do notopen the question paper untill instruct you to do so. You are now under exam conditions.
You must not communicate with, ask for help from, or give help to any other students in the exam
room. If you have a question at any time, you must raise your hand and wait until a teacher /an
invigilator comes to you. The Invigilating teacher cannot answer any questions about the content
of the question paper.

e ‘Only materials listed on the question paper are allowed in the room. (Calculators...)’

e ‘You are not allowed to have any unauthorized items in the exam room. If you have any
unauthorized items, including notes, books, papers, mobile phones or any kind of electronic
device you must hand them in now. If you do not hand them in, your results may be cancelled. ¢

e ‘You are here to take: (Name of subject) you should have a question paper on your desk.

e ‘Remember you must write with pencil. You may use pencil for drawings and rough notes. You
must not use correcting pens, fluid or tape, erasable pens or gel pens. ¢ 7- ‘If the fire alarm
sounds, please be seated —wait for instructions.

e 8- ‘Check your student details on the front of your desk are correct and then write the following
on the cover sheet of the question paper

o Your full name

Class
o Date
o lwill pass and staple your details in a while. *
o ‘You have minutes to complete this exam.
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o Thestarttimeis and the finish time is
e | will let you know when there are 30, 10 & 5 minutes of the exam time remaining. You
may open your question papers and begin.
During the Exam
e Pass by the students and make sure the full name & class are written correctly.

At the End of Exam Time
e Students must stay seated until you have collected and counted all the question papers and
any additional continuation sheets.
e The exam has finished, stop writing and put your pens down. You are still under exam
conditions so please remain silent and seated at your desks.’
e Stay seated and silent until you are told that you can leave the room.

Malpractice in Exams

Definition: The student intentionally attempts to obtain information related to the exam whether before
itis held or during the exam, with the aim of making use of it to improve his performance in the exams in
order to obtain grades that do not properly represent his/ her academic level. Malpractice includes the
following:

e Obtaining any type of information resource that is not given by the exam invigilators to be
used during the exam. Examples include mobile phones, electronic devices, calculators (when
not required) written notes etc.

e Anytype of communication, verbal & non -verbal, with other students during exams.

e Exchanging or tampering with answer papers.

Should Malpractice during the exams be observed then an INCIDENT REPORT FORM need to be
completed. See Below:
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Incident report for Exams

Name of Student: Date:

Year & Section:

Name & Role of Reporter:

Name of Exam Invigilator:

Details of The Malpractice:

Comment by Principal

Decision:

Approval:
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Signature of The Exam Invigilator: Date:

Signature of Student: Date:

Signature of Exam Cordinator: Date:

Signature of Principal: Date

Policy Number | A05
Effective Date 04/01/2022
STUDENT PASS/FAIL POLICY Issuc Date 07/12/2021
Valid Until 03/01/2025
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Re\;\:zlon I;s;:u: Amendment Description Ef:—::tt?ve Revalidated
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A05: STUDENT PASS/FAIL POLICY

Rationale:

Edison International Academy has all children’s best interest at heart. Every child learns at a different pace
and it is therefore important to take this into account throughout and especially towards the end of each
academic year.

Should a student not meet the required level expectations as laid out in the curriculum document, Edison
International Academy reserves the right to hold the student back from moving on to the next year group
and/or next curriculum level, resulting in the student repeating their present year group and/or curriculum
content level.

Applicable to:

All students from Year 3 to Year 6 who do not meet the expected level of grade (55%). The grade is calculated
by finding the average grade in all the following subjects- English, Mathematics, Science, Social Studies,
Arabic, Islamic Studies and Qatar History throughoutTerm 1, 2 and 3. Each subject must have
a minimum average pass grade 55% to pass the year.

e When a student has an average pass grade of between 50% and 55%, the relevant subject teacher
and the Principal/Deputy Principal can meet to consider all applicable information and make a
decision on the possibility of this student being passed on to the next year level and/or curriculum
level.

e All students who have the attendance of less than 85% throughout an academic year. Note: Absences
that are_authorised (doctor’s note, leave request form) will be taken into account.

“Empower students to learn for life and strive for excellence so that they can contribute positively to the global society”

AlMorkhiva Campus e Landling: <974 448 87135 | Mobile 974559 W53l e E mkoffice@edsongotarcom edsonoacaodemy/markhiya



EDISON International Academy JU gain U yiil g gl danuslSi
e

Al Markhiya dus 0l
EDISON

Parental involvement:

All teaching staff at Edison International Academy are committed to updating all parents on a regular basis
on their child’s academic progress, with at least one school report every term. Parents of children who are in
danger of failing their year group in an academic year will be called to discuss their children’s progress well
in advance, but latest towards the end of the second term. They will be informed in writing and such a letter
will be handed over at the aforementioned meeting. If the parents fail to attend the meeting, the letter is
accountable as delivered using the electronic means of communication, (eg Digital Campus, Dojo or
Whatsapp). This is to ensure that the necessary support can be given and children are given the opportunity
to improve in the areas addressed to meet the required expectations for the year group.

Student’s Name:

Class:

Parent’s Name:

Parent’s Signature:

Date:
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Individual Educational Plans/Classroom Accommodation Plans:

For students identified as having difficulties with any given subject, the School Counsellor is to be consulted for
further assessment of the student. Names are to be forwarded by the teacher to the Counsellor and a follow up
meeting is to be arranged with SLT, Class Teacher, Subject Teacher and School Counsellor present. Together, an
Individual Educational Plan/Classroom Accommodation Plan is to be devised for such students and
implemented with immediate effect with monthly follow up meetings to be scheduled and the IEP adjusted.
Parents and student must be informed if such Plan is being put in place in order to suggest means to improve
and assist the student in the classroom so that progress can be made (see appendix 5 for an example of such
plan).

Analysis, Adjustment of Schemes of Work and Information for Planning:

All assessment results are to be analysed post assessments within the respective department and common
issues are to be identified. Schemes of Work and Daily Planning are to be annotated and adjusted accordingly.
The responsibility lies with all teachers of the respective department with ultimate responsibility for accurate
analysis and adjustments in planning lying with the respective Head of Department under the supervision of the
Assistant Principals for Curriculum and Assessment, respectively. The aim here is to add value to the education
of all students.
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Year Group:
Subject:
Assessment Type:

Assessment Date:

ASSESSMENT CONSTRUCT PRIMARY

Standardized Test where the assessment was procured from:

Assessment No.

No. of Questions

Multiple Choice (MC)

Recall Level 1 low

10%

Constructed Response (CR)

Constructed response questions require
students to supply their own answer to
the question, commonly referred to as a
‘prompt’ Recall Level 1 higher

20%

Extended Response (ER)

Extended response questions are open
ended questions that begin with some
type of prompt. These questions allow
students to write a response that arrives at
a conclusion based on their specific
knowledge of the topic.

30%
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Skills/Concepts Level 2

Performance Task (PT)

A performance task asks for students to
apply their learning in context.

Strategic Thinking/Extended Thinking
Level 3 and 4

40%

Description

Time

Resources

Scoring

Accommodation

MARKING STRATEGY (Formative Marking)

There are three main types of written feedback that teachers can use and students can expect to see.

Acknowledgement Marking: checking that the work has been completed and there are no obvious mistakes

that need correcting
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Light touch/”tick and flick”/checking marking — in order to support the giving of quality feedback at key points in
the learning process; other work should be marked in less detail. Light touch marking will develop the skills of
peer and self assessment and will stand alongside whole class and teacher led marking of more closed tasks,
class notes and exercises. Teachers will acknowledge such work variously through the use of ticks, simple
marks or a “checked by teacher” note as well as brief attainment based comments to
show that work has been seen for completion and correctness.

Verbal
feedback
given.
Quality Teacher Marking:

Quality Teacher Marking should use the “Two Stars and a Wish” framework. Teachers are to highlight two
strengths and one next step. It should be laid out at the end of the work as follows:

S (Strength or Star): positive comment, which relates to the learning objectives

and/or success criteria Checked by
- . ) your Teacher

S (Strength or Star): second positive comment, which relates to the learning

objectives and/or success criteria

W (Wish or What Next): one area where the success criteria was not met or a suggestion/question to encourage
further thinking

Peer and Self-Assessment:

This can be a useful activity if students have been taught to do this. They could be trained to use the SSW system
against clear and agreed success criteria.

Opportunities for peer and self-assessment should be built into the scheme ¢ of work to allow
for this to happen regularly. This allows students to gain a better +* understanding of
where they are, where you need to be and what they need to do to get there.

Peer and self-assessment marking is to be done with a GREEN pen to / distinguish
between teacher marking.

Verbal Feedback (Formative Feedback):

Verbal feedback is a valuable form of formative feedback. It involves frequent use of open and probing questions
and an ongoing dialogue as work progresses towards the success criteria.
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The importance of individual and whole class oral feedback is recognised but students themselves should
record what feedback they have been given. This can be achieved quickly by training students to write next to
the “Verbal Feedback Given” note in their books.

Formative vs summative marking:

Quality marking, acknowledgement marking and peer/self-marking are examples of formative marking. They
inform the teacher and student of the learning progress, identify next steps and how they can best be taken.
They also inform teacher planning.

This type of marking is different from end of unit assessments, which are summative and judge student
attainment and therefore progress made at a given pointin time.

Tracking and Monitoring Student Progress

Students should be aware of their targets and also should be able to assess their progress towards these by
keeping their target sheets up to date

COPY BOOK RULES

Copybooks are extremely valuable as they are a way of tracking student progress and they also allow the
students to clearly track their own progress.

They should be used as a tool for developing presentation skills - neat handwriting, clear headings with dates,
underlining using a ruler etc.

They should be used as a feedback tool - students can read the teacher feedback and identify which areas of
their work need to improve. Verbal feedback is also beneficial but the student will only retain a certain amount
of it and may never properly act on it. After time, the student can look back and measure their progress after
they have acted on the feedback given to them.

A Learning Objective (LO) should be included where necessary. This reminds the students exactly what they
were learning to do in each lesson. This is also very beneficial when the students go back to revise activities/
notes in their copybooks.

There should be a range of activities in their copybooks e.g. comprehension activities, spelling lists, spelling
tests can be done at the back, grammar activities etc.

For each subject, use 'Copybook rules' where each student has a list of copybook rules inside the cover of

their copybooks that they can refer back to when they do a piece of work. It’s like a checklist that they can use
to improve their work.
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The rules include:

e Date

e Heading/LO

e (Capital letters

e Full stops

e Neat handwriting

e No skipping pages

e Underline using a ruler

e Finish line (line to show that the piece of work is finished)

PRIMARY INDIVIDUAL PORTFOLIO FRAMEWORK

Role of the Individual Portfolio in the Primary classroom:

Every student in Keystage 1 and Keystage 2 has an individual portfolio. This is a cumulative record of their
progress as they move through the Year levels. The information can be used to check progress, for parent
/teacher meetings, and by teachers, SLT and the School Counsellor as and when needed.

The Portfolio holds, in one place, information on each student in the primary school showing targets, diagnostic
tests, other diagnostic information, assessments and samples of work.

Expectations:

e Portfolios will be updated on a regular basis and is to be kept neat with the information being filed in
such a way that information is easy to find.

e Each piece of information will be dated with day/month/year.

e Each piece of information will be named.

e The basic information on the cover sheet is filled in by the class teacher/form teacher within the first 3
weeks of school. At the end of each term the information is to be filled in for the term that is finishing.
This must be completed before the last day of term.

e The target sheet is filled in for each term, with information on when the target is reached, with
corresponding evidence added as samples in the portfolio (this can be a photocopied from a workbook).
The targets will be SMART and set for each individual student from information gathered through
diagnostic testing, formative assessment and class work. (It is understood that students will share
some of the same targets).

e Alldiagnostic tests and assessments will be filed. Tests will need to show how marks are attained. The
rubric that is used must be attached to the test (e.g., on an independent writing sample). The rubric
used for marking projects must be included in the portfolio, and a photo (black and white is acceptable)
should be included.
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e When work samples or photocopies are included, they need to show feedback and notes on LO or
individual target achievement, feedback given orally, new targets given, and any important information
(e.g., if the student needed help with the English having to be read out to be able to answer a Science or
Maths question).

e Extrainformation such as IEPs will be kept in the portfolio.

e Year 1to 3 class teachers will be responsible for maintaining the portfolios for their class and will be
stored in the classroom. Year 4 to 6 form teachers will be responsible for ensuring that the portfolio is
kept up to date with all information from relevant subject teachers. The form teacher will be responsible
for maintaining the cover information and that target information is completed. These need to be stored
in a place that is easily accessible to subject teachers working with the students.

e The portfolio will be set up in the manner as set out below.

e Portfolios will be scrutinised at least once a term. Samples from each class will be randomly chosen,
and itis expected that these will be kept to the standard outlined in this framework.

Portfolio Information and set up:
Portfolios will include the following information in the order given.

e Cover sheet

e Individual student targets

e Otherinformation such as IEPs.

e Diagnostic testing (SATs) from beginning of the year. The end of year tests will be filed with this at the
end of the academic year.

e Salford reading tests have the cover sheet in front of all the Salford tests taken that year. It is
cumulative from the year before, and should be taken from the previous year’s portfolio and
continued so progress can be noted.

e Put tests in separate plastic sleeves according to subject — eg, independent writing assessments,
reading comprehension tests, mental maths tests etc.

e Follow the order — English, Maths, Science, and then Social.

The previous individual portfolios from previous year/s should be stored with the present portfolios and be easily
accessible when needed.
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