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Principles 
 

 Responding to students’ work is important and a key motivational tool.  

 Marking and feedback is most effective when it is formative in nature or when the 

results of marked assessments are used formatively. 

 All forms of feedback to students can be useful in helping students to see how their 

work can be improved and developed; this can often be strategies in addition to 

marking by the teacher. 

 Marking is a very important part of a teacher’s work but it should not be overwhelming 

or become too heavy a burden. Planning high quality lessons and preparing high quality 

teaching resources must command an appropriate amount of a teacher’s finite time 

and a teacher’s mark load must sit within that context. 

 Not all pieces of work produced by students can be ‘quality marked’ in detail nor is it 

always necessary. Where work is to be quality marked in detail this is planned in 

schemes of work and which pieces are marked in detail should be consistent across 

faculties/departments. 

 Marking and the recording of marks given should be planned, purposeful and 

consistent across faculties/departments.  

 It is the responsibility of departmental teams to agree how work produced by students 

will be responded to. This should be clear in the scheme of work and should be 

consistent across faculties/departments. The nature and quality of assessment in The 

Academy is an important focus of monitoring and evaluation practices. 

 Feedback to students and marking of work should include use of effort grades and 

should make use of The Academy’s rewards system 

 All faculties/departments should contribute towards marking for literacy. 

 Regular, succinct tracking will be used to share assessment of students’ progress 

between teachers, other professionals and with parents. 

 Our assessments of students will be set in the context of our knowledge of each 

student’s ability, progress and potential. We will be informed by prior attainment and 

baseline data. 

 Students will be given appropriate exposure to assessments which will prepare them 

for public examinations 

 

  



4 
Owner: Nicky Williams Date: 27.05.2016 Found: T:\Policies and Procedures\THA Approved Policies & Procedures 

 

Types of Marking  
Staff will endeavour to ensure that students receive marked work according to the schedule 
below.  This will be a piece of work that is graded and marked using dialogic feedback, STAR 
and red pen response allowing the student to reflect on their learning and progress.  
 
At Key Stage 3  
Core Subjects – Twice per half term  
Foundation Subjects – Once per half term  
 
At Key Stage 4  
All subjects – Twice per half term  
 
Other pieces of work during the term will be assessed by various other methods of marking 
including peer, self and using effort grades.  
 
Feedback will be effective in supporting the learning process when:  

 Students are made aware of the criteria that will be used to mark each piece of work.  

 It is focused on expectations that are shared with students as learning objectives, 
outcomes or standards to be aspired to.  

 It informs the student exactly what has been done well, what has been less successful 
and how improvements can be made.  

 The provision of feedback is a shared, two-way activity that encourages dialogue and 
helps to develop the self-assessment skills of students.  

 Time is given to students to consolidate and act on feedback comments they have been 
given, using STAR as a lesson structure.  

 It combines the use of marks or grades with the use of constructive comments.  

 The outcomes of feedback are used by teachers to pitch work appropriately and plan 
the next steps in learning for students.  

 It is a major feature of a whole-school/department culture of achievement.  
 

Written Feedback  
Feedback is less effective if it always includes marks or grades. The study by Ruth Butler (1988) 
carried a significant message about the use of grades; even if helpful feedback comments are 
given, they can be undermined by any accompanying grades. Students become preoccupied 
with the attainment grade and ignore the useful messages given to them. Periodic use of levels 
are helpful when a summative judgement is required, for a specific piece of work, to indicate 
progress.  
 
It is an expectation that students will complete a formally assessed piece of work, with grades 
and corresponding written feedback at least once per half term.  
  

Use of Comments & Grades  
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Comments 
Teachers will write their comments in green pen. The first written comment should be positive, 
including the student’s name and highlighting their strengths. This should be followed by a 
maximum of 3 targets on how to improve their work in clear, student-friendly language. For 
students with additional educational needs it may be appropriate to model, within the 
comments, how the improvement can be made.  
 
Symbols 
These may include ticks, stickers, stamps and smiley faces. Use of these methods will be target 
appropriate and at the discretion of the classroom teacher. Please see below for the Literacy 
Marking Codes (Appendix A).  
 
Grades 
These should be Graded 9 to 1 (where appropriate) or should reflect effort levels in line with 
The Academy’s reporting policy (1 - 5). These may also be shown as a fraction, a percentage or 
as a score for exercises/tests which are quantifiable. 
 

Dialogic Marking:  
Written feedback should always include a dialogic response from students and/or peers 
regarding developmental targets or action points. The purpose of this is to engage the students 
in their consolidation of formative comments and ownership of their continued development. 
Exercise books will therefore demonstrate the ‘learning journey’ and show clear progression 
over time.  
 

 
Benefits:  

 To engage students through enhanced communication 

 To encourage awareness and ownership of learning 

 To promote ‘time on task’ 

 To help students develop insight into what is required of them and how to achieve it 
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 To build students’ confidence and articulation in learning conversations 

 To maximise the impact of teachers’ marking and feedback 
 

Using STAR and Red Pen Response to secure progression 
We know that the effective use of feedback will have the highest impact on attainment. As an 
academy we have a whole school policy to use STAR and Red Pen Response. This means that 
any feedback given either verbally or written is acted upon and learners indicate this with a 
STAR next to their own comment, correction, continuation or response to a ‘challenge question’ 
in red pen in their books. Excellent learning is easy to identify by simply looking at books and 
seeing a number of STARs and coloured dialogue showing how learners have been guided to 
improve or make progress.  
It is vital that teachers plan opportunities for learners to work on the feedback that they have 
been given and this will be done as a planned lesson activity at the point at which marking and 
feedback has been returned to students. 
 
Note: 
STAR stands for STOP, THINK, ACT and REFLECT  
STOP - Read through all of the comments that your teacher has given to you 
THINK - What do you need to do to further improve your grade? What do you need to do in order to 
achieve your target grade? 
ACT - Act on the feedback that you have been given and make the necessary improvements to your 
work. This will ensure that you make progress. 
REFLECT - What strengths have you already shown in your work? What specific targets are you going 
to set yourself using the grade and /or the comments made by the teacher? 

 

Assessment for Learning 
“Assessment for Learning is the process of seeking and interpreting evidence for use by 
learners and their teachers to decide where the learners are in their learning, where they need 
to go and how best to get there”. (Assessment Reform Group, 2002) 
Assessment for Learning is very different from Assessment of Learning. The latter tends to 
judge how a student is performing in terms of a grade, mark or level. On the other hand, 
Assessment for Learning (AfL) is formative and takes place all of the time in the classroom. 
AfL values the quality of learning and raises self-esteem of the students through 
concentrating on advice for improvement whilst avoiding demoralising effects of comparing 
students. AfL leads teachers to work with a more complete picture of the students’ learning 
needs and therefore, with carefully considered feedback, it helps students learn more 
effectively. 
  
The key elements of AfL at The Harefield Academy should:  

 Encourage active involvement of all students by engineering effective questioning and 
discussion that elicits evidence of learning. 

 Have strong emphasis upon learning intentions and success criteria which are shared 
with the students so that they understand precisely what they are doing, why they are 
doing it and what they are expected to gain from it.  

 Make use of oral and written feedback between teacher and students to establish what 
has been done well and what needs to be done to move learning forward. Feedback 
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should be concise, accessible and encourage students to take ownership of their 
learning.  

 Make regular use of well thought out self-assessment that activates students as owners 
of their own learning, as well as carefully planned peer assessment that activates 
students as coaches and mentors for other students. 

 Regularly provide opportunities for individual students to reflect and talk about their 
learning and progress in order for them to recognise how they can improve.  

 Use strategies at the end of lessons to test learning outcomes in order to establish a 
focus for the next lesson. 

 Involve the teacher effectively and systematically checking students’ understanding 
throughout lessons, anticipating where they may need to intervene and doing so with 
striking impact on the quality of learning. 

 Involve recognition of achievement. box 
Assessment Reform Group (19 

Self-Marking 
This is used where appropriate and when it can prove helpful as a learning exercise, reinforcing 
learning that has taken place and indicating areas of development to the students. Self-
Marking will be most effective when it is very clear what the learning intentions are for the 
particular piece of work and when they have a good understanding of the assessment criteria 
in use.  Students will use their own red pen which will be the same colour as the writing to mark 
their own work (SA to appear in the margin with date). 

 

Peer Marking 
This can be used where appropriate, when students can learn from each other and discuss the 
relative strengths and areas for development in each other’s work.  This is best achieved when 
the learning intentions are clear and there is a clear mark scheme.  A red pen is used where 
work has been peer marked or will be indicated otherwise (PA to appear in margin with date and 
name).  
 

Marking for Literacy  
All staff are expected to give students the opportunity to write in an extended fashion of 
various styles, as appropriate to the faculty’s curriculum. This work is to be marked for literacy 
by circling the errors and using the codes in Appendix A.   
 
Students are then to receive time to review the feedback and make corrections as highlighted, 
as part of the STAR lesson structure. Corrections are to be made in the margin beside the work 
or at the end of the piece of work, using student Red Pen Response.  
 
Where a piece of work requires a great deal of correction, marking should concentrate on a 
few major areas, setting targets that the student can actually attain. Therefore, the number of 
literacy corrections should be identified using the teacher’s judgement so that students aren’t 
demoralised. 
The subject specific academic vocabulary that students need to remember and use in their 
work are to be referred to in the teacher’s written feedback and recorded in a subject specific 
glossary on the back page of their exercise book by the student.  
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These following Literacy Marking Codes are to be displayed on classroom walls, in exercise 
books and are to be reinforced by all staff in the marking of all pieces of work (Appendix A).  
 

Agreed minimum expectations of quality of presentation 
All written class work should consist of the following:  

 Write the date  

 Underline the title of the lesson and the date with a ruler  

 Write in blue or black ink and draw in pencil  

 Care should be taken with handwriting so that it is a reflection of the student’s best 
effort  

 All worksheets should be stuck into the books or neatly kept in a separate folder  

 Students should look after and be proud of their work, therefore should keep their 
books free from graffiti and doodles.  
 

Feedback using Effort Grades 
All work marked by the teacher will receive an effort grade. 
 
The effort grades teachers use will be the same as those we use for student tracking: 
 
5   Effort is significantly above the expected level. 
4   Effort above the expected level. 
3   The Academy’s expected high standard. 
2   Effort below the expected level. 
1   Effort significantly below the expected level. 
 
5 for effort should result in a reward point for the student. 
 

Monitoring and Quality assurance  
 

1. The Vice Principal (T and L), Assistant Principal (ARR),  Directors of Learning (DOLs) will 
monitor assessment by looking at students’ books and folders, schemes of work, 
teacher records and by talking with teachers and students.  

 
2. Assessment practices will be the focus of line management meetings. 

 

3. Faculty/Departmental teams will share good practice and improve the quality and 

consistency of assessment by standardisation activities, moderation and book looks. 

Book monitoring will occur on a rotational basis looking at a different year groups twice 

per year.  The strengths and areas of development will be identified, as well as areas of 

outstanding practice which will be highlighted in blue.  The results of the findings will 

be fed back to colleagues via faculty meetings and shared with line managers. 

4. DOLs/HODs should develop a folder of work which exemplifies good marking and which 
contains samples of work at particular levels or grades. DOLs/HODs should agree with 



9 
Owner: Nicky Williams Date: 27.05.2016 Found: T:\Policies and Procedures\THA Approved Policies & Procedures 

 

teachers of their subject what assessment records will be kept over the course of a 
year. 

 

Student Tracking  
At THA there is regular tracking of students over 7 years. The data is submitted electronically 
and is shared between teachers and students, parents and colleagues (Appendix B). 
 
The tracking covers attainment and progress, effort, behaviour, homework completion and 
punctuality. Effort is on a scale of 1 to 5 as follows: 
 
5   Effort is significantly above the expected level. 
4   Effort above the expected level. 
3   The Academy’s expected high standard. 
2   Effort below the expected level. 
1   Effort significantly below the expected level. 
 
Data in relation to behaviour, homework completion, being equipped for lessons and 
punctuality is taken directly from the lesson by lesson electronic registration system, SIMS 
lesson monitor. 
 
Attainment is more complicated and is different at different points of a student’s career at 
THA.  Examples of the tracking report in each year can be found in Appendix B.   
 
The schedule for data capture for each year group is outlined below: 
 
Year 7 and 8 will have formal attainment and effort assessments in Term 1 and 3, providing 
four overall for Key Stage 3.  
 
Year 9 and Year 12 will have formal attainment and effort assessments in Term 2 and 3.  Term 
1 will be based just on Effort Grades allowing for a settling in period with new options.  
 
Year 10, 11 and 13 will have formal attainment and effort assessments once a term (3 times a 
year) 
 
At every tracking opportunity students will be monitored for their homework, behaviour, 
punctuality and being equipped for lessons.   
 

Traffic Lights 
The inputting of data into our SIMS tracking mark sheets triggers a ‘traffic light’ showing, at a 
glance, whether progress is above (green), in line with (yellow) or below (red) our expectations.  
These same colours are seen on the Progress Information reports which go home to parents 
(see Appendix B). 
 
  



10 
Owner: Nicky Williams Date: 27.05.2016 Found: T:\Policies and Procedures\THA Approved Policies & Procedures 

 

How is the tracking data used? 
 

 Tracking data is used by tutors, Directors of Learning, Vice Principal (Teaching and 

Learning) and Assistant Principal (ARR), Student Managers, the Data team and Principal 

in daily interactions with students, parents and colleagues.   

 Tracking data is imported into SISRA analytics so that the data can be interrogated by 

Senior Leaders, HoDs, DOLs and SMs to identify individuals and groups of students who 

are underperforming.  This information is then used to target individuals for letters 

home, interviews, monitoring and interventions. 

 Tracking data is used to evaluate the success of intervention strategies, so that good 

practice can be identified and shared. 

Homework  
“Homework is not an optional extra, but an essential part of a good education.” – 1999 White 
Paper, Excellence in Schools 
 
Rationale  
Homework develops student learning, improves achievement and embeds students’ study 
skills and as such is an integral part of the curriculum.  
 
Aims  
Homework enables students to: 

 Consolidate and extend work covered in class or prepare for new learning activities. 

 Access resources not available in the classroom. 

 Develop research skills. 

 Have an opportunity for independent work. 

 Show progress and understanding. 

 Provide feedback in the evaluation of teaching. 

 To enhance students study skills, e.g. planning, time management and self-discipline. 
 

Expectations – by whom, what and when?  
Homework is set at The Harefield Academy through the interactive website ‘Show My 
Homework’.  All students and parents will be provided with a logon to access homework tasks 
through mobile devices such as laptops, mobile phones and tablets.  
 
In Key Stage 3, Year 7 and 8 the Core subjects of Maths, English and Science and EBACC subjects 
including Geography, History, French, Spanish and RE will set homework once a week which 
will have a guidance of 35 minutes in Year 7 and 45 minutes in Year 8 completion time. 
Foundation subjects will set homework once per half term with a minimum 1 hour completion 
time in Year 7 and minimum 1.5 hours in Year 8 with the exception of PE, Dance and Drama 
which will not set homework.  
 
In Key Stage 4, Year 9, 10 and 11 in the Core subjects of English, Maths and Science students 
will be set homework twice a week. While students will be set homework once a week for 
subject options with guidance of a 45 minutes in Year 9 and 10 and a minimum of 1 hour 
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completion time in Year 11. On occasions project work will last over a two week period with an 
increased time duration for completion.  
 
Work will be set with a hand in date of a week later to allow research time and work to be 
produced of a high standard.  
 
Please see homework timetable (Appendix C).  
 
Sanctions 
If homework is not handed in or the quality of homework is not acceptable, thus of poor quality 
then a detention will be issued.  
 
Rewards  
High quality homework should be sensitively praised in class and rewarded on class charts. 
Where appropriate, homework could be included in display work. For exceptional pieces of 
homework, a faculty letter or postcard may be sent home. 
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Appendix A Marking Codes  
 

Symbol  Meaning  Action  

C  Capital letter  Teacher circle the incorrect 
use of capital letter  
 
 

Sp  Spelling error  Teacher to write the correct 
spelling clearly  
 
Student to re-write the 
correct spelling out 3 times  

P  Punctuation error  Teacher to correct 
punctuation  
 
 
 

np //  New paragraph  Read through 
Note where the 
subject/topic changes  
 
Start a new line  

G  Grammar error  Teacher to write an 
alternative use of word  
 
 
 

R  Repetitive style  Student re-writes the 
sentence using an alternative  
 
 
 

T  Target  Student reads the Teacher 
feedback and responds to 
the comments focusing on 
the targets to improve. 

Q Challenge Question  
 
 

Students need to read and 
complete the 
extension/developmental task 
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Appendix B – Tracking and assessment document  
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Appendix C – Homework Timetable  
 
Key Stage 3 
 
Year 7: 35 minutes per subject except pink subjects which are one hour.  Total = 4.40 hours per 
week 
Year 8: 45 minutes per subject except pink subjects which are one and a half hours.  Total = 6 
hours per week 
 
Some half terms will not have a week 7 or 8. 
 
Pink subjects have only one piece of homework per half term and so this is longer. 
 

Week  Subject  Week  Subject 
 

1 Maths  
Science  
English 
History 
Geography  
Spanish  
RE 

5 Maths  
Science  
English 
History 
Geography  
Spanish  
RE 
ICT 

2 Maths  
Science  
English 
History 
Geography  
French 
RE 
Art  

6 Maths  
Science  
English 
History 
Geography  
French 
RE 
Music  

3 Maths  
Science  
English 
History 
Geography  
Spanish  
RE 
PSHE 

7 Maths  
Science  
English 
History 
Geography  
Spanish  
RE 

4 Maths  
Science  
English 
History 
Geography  
French  
RE 
Food/DT 

8 Maths  
Science  
English 
History 
Geography  
French 
RE 
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Key Stage 4  
 

Year/Pathway  Subject  Recommended minimum 
hours per week  

Year 9 Maths x2 
English x2 
Science x2 
Ebacc Subject 1 
Ebacc Subject 2 
Option 1 
Option 2 

10 x 45 mins = 7.5 hours  

Year 10  Maths x2 
English x2 
Science x2 
Ebacc Subject 1 
Ebacc Subject 2 
Option 1 
Option 2 
ECDL 
Sports Studies  

12 x 45 mins = 9 hours  

Year 11 Non EBACC Maths x2 
English x2 
Science x2 
Option 1 
Option 2 
ECDL  
Sports Studies  

10 x 1 hour = 10 hours  

Year 11 EBACC Maths x2 
English x2 
Science x2 
Ebacc Subject 1 
Ebacc Subject 2 
Option 1 
Option 2  
ECDL  
Sports Studies  

12 x 1 hour =  12 hours  

 


