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MARKING POLICY  

 

St. Mary’s Catholic College believes that all people are gifted and talented in their own unique ways and 

capable of being successful in their learning.  The College will provide an increasingly personalised 

curriculum; use proven and effective 21
st

 Century pedagogy and develop students so that their talents can 

be used to their fullest as part of its Mission and Vision within the Catholic Church.   

 

The marking and assessment of students’ work and learning through the processes of “feed up, feedback 

and feed forward” (see Appendix A) are key elements of providing outstanding learning opportunities to 

students.  The policy reflects best practice (see Appendix A) that should form the basis of other marking 

completed by staff. 

 

This policy sets a minimum requirement for marking that should be supplemented by other assessments as 

agreed at a departmental level or considered appropriate by staff as part of the teaching & learning process.  

It does not cover work that is assessed and may be submitted to examination boards as part of a sample for 

moderation.  These pieces of work must comply with examination board requirements. 

 

Where teachers share a class they should both contribute, proportionally, to the marking and assessment of 

students’ work. 

 

WE BELIEVE: 

 

� Outstanding teaching, which uses high impact proven teaching methodologies, including teachers 

actively using assessment and marking to guide students on their learning journeys, can unlock and 

develop students’ potential. 

� High challenge and expectations (see SOLO Taxonomy), clear goal setting with clarity around success 

criteria and feed up, feedback and feed forward are all essential elements of ensuring that students 

maximise their potential. 

� Formative assessment and marking has a greater impact on learning than any other type of assessment 

or marking. 

� Marking and assessment can help teachers diagnose strengths and areas for development in learning 

programmes and their own pedagogical approaches. 

 

MAIN PRINCIPLES 

 

• Teachers must set appropriate tasks and tests in order to expose and make visible students’ thinking 

and learning to maximise the effectiveness of marking and assessment. 

• For marking to be effective students must be required to respond and improve their performance 

following feedback and time for this must be available in lessons.  Marking must require students to 

work harder than teachers. 

• Marking must support the development of students’ knowledge, conceptual understanding and 5Rs 

learner traits. 

• The College will provide appropriate professional development for staff in proven assessment and 

marking practices to support high expectations and appropriate challenge  

 

AIMS 

 

The purpose of marking is to help:  

• Actively engage students within the learning process through identifying areas of strength within 

their work, areas for improvement and how to make the required learning gains 

• Students acquire knowledge, understanding and skills relevant to further academic or vocational 

study and employment in a world of rapid and discontinuous change  

• Ensure students have sound literacy and numeracy skills. 

• Students be successful and passport them to future employment, training or further and higher 

education 
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TYPES OF MARKING 

Prior to setting and marking a piece of work both staff and students should be clear about the purpose of the marking.  It is absolutely critical that only one type of marking 

should be used and reported to students, at any one time, per piece of work.  The use of feedback in terms of written comments and levelling or grades must never appear on 

the same piece of student work unless it is a summative piece of work that must be annotated for examination purposes.   

 

Formative Marking (Comments only marking) 

 
TYPE OF MARKING KEY EXPECTATIONS 

Formative Marking 

(Comments only 

marking) 

• Frequency – two formative assessments for each class either each assessment cycle if the subject has three or more lessons per fortnight or 

over two assessment cycles if the subject has one or two lessons per fortnight.  

• Explicit success criteria, for each piece of work, that have previously been shared with students must form the basis of the comment only 

making.  The success criteria can be in the form of generic level descriptors, examination board criteria or mark schemes generated by the 

teacher or students for the specific piece of work. 

• Each piece of formatively assessed work: must have “what went well” (www) comments; “even better if” (ebi) or “in order to improve” (ioti) 

comments and the date the work was marked (Format – DD/MM/YY) at the end.   

• Each piece of formatively assessed work must include a specific comment focussed on one of the 5Rs Learner Traits as either www (Gold 

Level) or ebi/ioti.  The 5Rs learner Traits can be found in the College’s Curriculum, Pedagogy & Learning Policy.     

• Time for the learner to respond to the comments by improving the work must be found within class time to enable teacher or peer support 

to be given to students if required. 

 

Summative Marking 

 
TYPE OF MARKING KEY EXPECTATIONS 

Summative Marking • Frequency – for each class either each assessment cycle if the subject has three or more lessons per fortnight or over two assessment cycles 

if the subject has one or two lessons per fortnight to correspond with the College’s Assessment, Recording & Reporting Cycle 

• Pieces of work identified for summative assessment must have the students’ minimum target grade (MTG) identified on it; the grade for the 

current piece of work (CG - Current Grade) and the date the work was marked (Format – DD/MM/YY) at the end. 

• Both the MTG (available on class lists in SIMS) & CG must be expressed as a sub-level at Key Stage 3 or GCSE, AS or A-level grade at Key 

Stages 4 & 5. 

• Heads of Department must ensure there are standardisation processes in place for key pieces of work that are summatively assessed 

through the use of shared and consistently used success criteria in the form of generic level descriptors, examination board criteria or mark 

schemes for the specific piece of work. 

• Heads of Department must ensure the on-going moderation of a sample of students’ work at each key stage. 

• Current summative grade(s) will form the key information used to report to parents. 
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MONITORING 

 

• Senior Heads of House, Heads of House and Heads of Departments must complete the monitoring of a sample of books for each class within the learning house according 

to the Assessment, Recording & Reporting timetable for the academic year.  Monitoring of books occurs in the week prior to assessment cycles (grades/comments being 

entered on the College’s management information system) to ensure that the grades/comments are based on secure assessment processes. 

 

• A sample of books is three books from each of the subject classes in a year group.  The term “books” is understood to include other sources of evidence, for example, 

files, test papers, coursework or on-line marking or assessment.   

 

• The Head of Department will determine the books to be submitted as the sample from each class by ticking three names on the class list.  The class teacher will be given 

the class list with the names of students whose books must be submitted during the week before each assessment cycle.  The class teacher will be responsible for giving 

the required sample to the Head of Department by the end of lunch on the Monday of the assessment cycle along with the class list.   

 

• Monitoring of the marking must be completed by Heads of Departments on site at a pre-arranged time.  The time of the monitoring must be communicated to all 

teachers within the learning house who may also wish to view other staff’s marking of books out of professional interest.  Teachers must not be involved or interfere with 

the monitoring of their class’ books.  At the end of the work in each book monitored the Senior Heads of House, Heads of House and Heads of Departments must write 

“Part of Monitoring Sample” then initial and date the book (Format – DD/MM/YY). 

 

• At the end of the monitoring session the monitoring sheets and “books” must be given to the senior line manager who will sample the monitoring of books against the 

College’s policy to ensure it has been correctly implemented by the Head of Department, identify areas of good practice and ensure any further actions are carried out. 

 

• For each key expectation on the “Marking Policy Monitoring Sheet” a judgement should be made as to whether the expectation has been met (�) or nor met (�).  The 

following codes should then be entered into the monitoring sheet for each type of marking against each student’s initials: 

o F = Fully compliant, all key expectations met 

o M = Mostly complaint, all bar one of the key expectations met 

o P = Partially compliant, three of the key expectations are met 

o N = Not compliant, two or less of the key expectations are met 

If a member of staff is absent books should be collected from their class(es) by the Head of Department by the deadline stated above.  Where books are not available, for 

the absent member of staff, a separate monitoring of marking should occur on their return. 

 

• The completed “Marking Policy Monitoring Sheets” of all classes must be collected by the Head of Department and included within the termly data set as specified within 

the College’s self-review and evaluation system.  Any key expectations that are not met should be discussed at the next departmental meeting. 

 

• Non-compliance procedures – if for any of the two types of marking the percentage of fully or mostly compliant falls below 100% for a class, where books are missing 

from a sample, a sample is not handed in from a class or there are any concerns about the validity of the sample then the Head of Department must inform the Senior 

Head of House and the following actions taken: 
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o The Head of Department and Senior Head of House must sample a further five books from the class(es) concerned within five working days of the book 

monitoring meeting, complete the “Additional Marking Policy Monitoring Sheet” (to be included in the departmental data set) and determine whether the 

policy is being implemented (meets criteria above for 100% fully or mostly compliant).  If the policy is being met there is no further action required. 

o If the policy is not being implemented then the matter should be discussed by the Senior Head of House and Headteacher and an appropriate response 

determined. 

 

Key Expectations for Different Types of Monitoring 

The following key expectations below must be used alongside the “Marking Policy Monitoring Sheet” to ensure effective and consistent judgements. 

 

Formative Marking Summative Marking 
• Two formative assessments for each class either each assessment cycle if the 

subject has three or more lessons per fortnight or over two assessment cycles if 

the subject has one or two lessons per fortnight with the date the work was 

marked (Format – DD/MM/YY) at the end. 

• There are explicit success criteria, for each piece of work, that have previously 

been shared with students in the form of generic level descriptors, examination 

board criteria or mark schemes generated by the teacher or students for the 

specific piece of work. 

• The assessed work has “what went well” (www) comments. 

•  The assessed work has “even better if” (ebi) or “in order to improve” (ioti) 

comments. 

• Each piece of formatively assessed work includes a specific comment focussed on 

one of the 5Rs Learner Traits as either www (Gold Level) or ebi/ioti.   

• The learner has responded to the comments by improving the work. 

 

• Completed for each class either each assessment cycle if the subject has three or 

more lessons per fortnight or over two assessment cycles if the subject has one 

or two lessons per fortnight to correspond with the College’s Assessment, 

Recording & Reporting Cycle to correspond with the College’s Assessment, 

Recording & Reporting Cycle with the date the work was marked (Format – 

DD/MM/YY) at the end. 

• The students’ minimum target grade (MTG) and the grade for the current piece 

of work (CG) are recorded on the piece of work.  

• The MTG & CG are expressed as a sub-level at Key Stage 3 or GCSE, AS or A-level 

grade at Key Stages 4 & 5. 

• Standardisation processes are in place for each key piece of work that has been 

summatively assessed in the form of generic level descriptors, examination board 

criteria or mark schemes for the specific piece of work. 

• There are records of effective departmental moderation of a sample of students’ 

work for the key stage. 
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Marking Policy Monitoring Sheet 

 

Sources of Evidence Used:        Line Manager Assessing:    Date: 

 

Class 

     

Students’ Initials Students’ Initials Students’ Initials Students’ Initials Students’ Initials 

Totals 
Type of Marking 

               F M P N 

Formative Marking 

Frequency in line with key expectations                    

Explicit success criteria available                    

 “What went well” (www) comments                    

“Even better if” (ebi) or “in order to 

improve” (ioti) comments. 

                   

Specific 5Rs Learner Traits comment                     

Evidence of learner response                    

Line Manager Assessment (F, M, P, N)                    

Totals for Formative Marking     

Summative Marking 

Frequency in line with key expectations                    

The students’ MTG and CG on the work                    

MTG/CG expressed as a sub-level or grade                    

Standardisation processes are in place                    

Departmental moderation for key stage                    

Line Manager Assessment (F, M, P, N)                    

Totals for Summative Marking     
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Additional Marking Policy Monitoring Sheet 

 

Class:   Class Teacher(s):   Line Managers Assessing:   

 

Date:   Sources of Evidence Used:     

 

Students’ Initials Totals 
Type of Marking 

     F M P N 

Formative Marking 

Frequency in line with key expectations          

Explicit success criteria available          

 “What went well” (www) comments          

“Even better if” (ebi) or “in order to 

improve” (ioti) comments. 

         

Specific 5Rs Learner Traits comment           

Evidence of learner response          

Line Manager Assessment (F, M, P, N)          

Totals for Summative Marking     

Summative Marking 

Frequency in line with key expectations          

The students’ MTG and CG on the work          

MTG/CG expressed as a sub-level or grade          

Standardisation processes are in place          

Departmental moderation for key stage          

Line Manager Assessment (F, M, P, N)          

Totals for Summative Marking     

  

For each key expectation a judgement should be made as to whether the expectation has been met (�) or 

nor met (�).  The following codes should then be entered into the monitoring sheet for each type of marking 

against each student’s initials: 

o F = Fully compliant, all key expectations met 

o M = Mostly complaint, all bar one of the key expectations met 

o P = Partially compliant, three of the key expectations are met 

o N = Not compliant, two or less of the key expectations are met 

 

Is the sample of the books marked 100% fully or mostly compliant?  (Please tick appropriate box) 

 

Yes  Please place in departmental data set 

No 
 Please give a copy to the class teacher(s) and Senior Head of House to discuss with 

Headteacher 
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EVALUATION 

 

Following any amendments the Marking Policy will be fully implemented in September 2012, reviewed in 

September 2015 and three yearly from then on. 

 

 

Evaluation Criteria Evaluation Strategy 

 

� To attain 60% 5+A*-CEM and a KS2-4 VA that is 

consistently within the top 10% of secondary 

schools nationally by 2012 and beyond. 

 

� To raise the level of attainment at AS-level, in all 

subject areas, to 20% A: 40% A-B: 90% A-E and at 

A2 to 25% A: 50% A-B: 100% A-E  

 

� By 2012 and beyond all subjects to have a 

positive value added ALPS (Grade 5) residual at 

both AS and A-level. 

 

� Very high quality marking throughout the 

College (100% of marking fully or mostly 

compliant with policy expectations). 

 

� Staff have received professional input to help 

develop teaching and learning 

 

� Student Voice questionnaire shows 90%+ of 

students agree/strongly agree their “work is 

assessed helpfully so that I can see how to 

improve it.”   

  

 

� Use of RAISE online to provide statistical data 

 

 

 

�  Post-16 RAISE online 

 

 

 

� ALPS Report 

 

 

 

� Analysis of book reviews 

 

 

 

� Records of  relevant CPD, coaching or mentoring 

 

 

� Annual analysis of student voice questionnaire.  

(Baseline 2011 – Y7-11 is 77% and Sixth Form is 

83%) 
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ASSESSMENT, RECORDING & REPORTING TIMETABLE 2013/14 

 

 

AC – 3 weeks 

 

•  •  w/c 3
rd

 March 2014 

• Y11 End of Course Formal Mock 

Examinations 

w/c 12
th

 May 

• Year 10 Formal Synoptic 

Examinations 

 

AC – 2 weeks 

 

•  •  w/c 10
th

 March 2014 

• Sixth Form Mock Examinations 

•  

 

AC – 1 week 
w/c 4

th
 November 2013 

• Two formative and one 

summative assessment for all 

subjects with 3 or more lessons 

per fortnight 

• Full assessment data, including 

5Rs/ATL, reported for all classes 

with 3 or more lessons per 

fortnight 

• Monitoring of marking for Y9 & 

10 

w/c 13
th

 January 2014 

• Two formative and one 

summative assessment for all 

subjects  

 

• Full assessment data, including 

5Rs/ATL, reported for all classes  

 

 

• Monitoring of marking for Y11 & 

6F 

w/c 17
th

 March 2014 

• Two formative and one 

summative assessment for all 

subjects with 3 or more lessons 

per fortnight 

• Full assessment data, including 

5Rs/ATL, reported for all classes 

with 3 or more lessons per 

fortnight 

• Monitoring of marking for Y7 & 

8 

w/c 2
nd

 June 2014 

• Two formative and one 

summative assessment for all 

subjects in Y7-10 

 

• Full assessment, including 

5Rs/ATL, data reported for all 

classes in Y7-10 

 

• Monitoring of marking for Y7-10 

 

Assessment Cycles 

Assessment Cycle 1 

w/c 11
th

 November 2013  

 

Assessment Cycle 2 

w/c 20
th

 January 2014 

 

Assessment Cycle 3 

w/c 24
th

 March 2014 

 

Assessment Cycle 4 

w/c 9
th

 June 2014 

 

 

AC + 1 week 

w/c 18
th

 November 2014 

• Assessment grades uploaded to 

SISRA & analysis by HoDs 

• Y10 & 12 Parents’ Evening 

w/c 27
th

 January 2014 

• Assessment grades uploaded to 

SISRA & analysis by HoDs 

w/c 31
st

 March 2014 

• Assessment grades uploaded to 

SISRA & analysis by HoDs 

• Reports for Y11 & 6F 

w/c 16
th

 June 2014 

• Assessment grades uploaded to 

SISRA & analysis by HoDs 

• Reports for Y7-10 

 

AC + 2 weeks 

w/c 25
th

 November 2013 

• Academic Monitoring Meetings 

followed by required 

interventions Y11 & 6F 

• Assessment Sheets Y7-13* 

• Y11 & 13 Parents’ Evening 

w/c 3
rd

 February 2014 

• Academic Monitoring Meetings 

followed by required 

interventions KS 3-5 

• Assessment Sheets for all year 

groups as part of Progress Day 

packs 

• Academic Monitoring Meetings 

followed by required 

interventions KS 4 & 5 

• Assessment sheets Y7-10* 

• Futures Day Y11 (Dynamic Day) 

w/c 23
rd

 June 2014 

• Academic Monitoring Meetings 

followed by required 

interventions KS 3 & Y10 

 

AC + 3 weeks 

 

 Thursday 13
th

 February 2014 

• Progress Day (Form Tutors) 

•  •  

* Assessment sheets will only contain information from subjects with 3 or more lessons per fortnight entered during that assessment cycle. 
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APPENDIX A – ADDITIONAL INFORMATION  

 

Formative Assessment 

Formative use of assessment is integral and central to the learning process; it aims to develop knowledge, 

understanding and skill.  Research shows high quality formative assessment has the biggest impact on 

learning, progress and attainment of students.  This should be the most prevalent form of self, peer and 

teacher marking used within the College. 

 

Formative marking provides feedback that moves students forward.  It requires written comments, linked to 

success criteria, on how the learner can improve her/his work that causes the student to think and then 

produce an improved written response.  Students consider the use of comments as bullet points (�
1
) that 

are linked to the appropriate part of the student’s response through a corresponding bullet point in the 

margin (�
1
) as most helpful.   

 

Formative marking consists of comments only and no grades must be entered onto the piece of work when 

the feedback is given.  However, it is possible for the teacher to assess the work summatively and record the 

level or grade in her/his planner for feedback to the student in a later lesson or via the reporting system.  

 

To produce a formative element and increase the impact on learning a mark or score can be given in such a 

manner as to require the student to make a response.  For example: 

o The individual questions are not marked but a tally chart at the end of the work can be used or a 

mark 6/10 followed by the comment “find the four wrong answers and correct them please.” 

o Alternatively, the following comment may be put at the end of the work, “six spelling mistakes 

please find them and write out each one correctly five times.” 

 

Elements of literacy – spelling, punctuation and grammar, please see pages 28-30 of the College’s 

Curriculum, Pedagogy & Learning Policy - can be further supported using short notes and abbreviations to 

highlight errors can be added in the margins (Sp., Gr. And P.) 

 

In developing and improving their work students’ the following process can be used, against specific success 

criteria: understanding the success criteria (spoof assessment is a valuable process at this stage); self 

assessment of work – then development of the work; peer assessment of work – then development of the 

work; self assessment of work – then development of the work and teacher assessment of work – then 

development of the work. In short, spoof>self>peer>self>teacher assessment. 

 

Students responding to formative comments to correct or improve their work is a key lever in raising 

attainment and achievement 

 

Summative Assessment 

Summative marking is the use of assessment, often more formal, to determine a students’ current level of 

attainment.  It can then be put to purposes ranging from informing parents/carers of the standards of their 

child’s attainment; evaluation of the quality and impact of teaching programmes and providing the basis for 

awarding a formal qualification.  Summative assessment may occur at the end of a learning episode or 

towards the end with some time available for remedial or extension work with students.  The latter 

produces a more formative dimension to this type of assessment. 

 

Validity and reliability are central to effective summative assessment.  Validity is whether the assessment 

accurately measures what is important to measure in terms of level or grade descriptors. Validity is 

supported through standardisation processes.  Reliability is the extent to which an assessment can be 

trusted to give consistent information on a students’ attainment.  Reliability is supported through 

moderation processes.  Together maximum validity and optimal reliability contribute to the dependability of 

assessments and the confidence that can be placed in them. 

 

In reporting grades the summative assessment must be distributed, extensive, synoptic and manageable. 

 

Heads of Department must ensure the consistent use of stickers, stamps, postcards of praise etc in line with 

the College’s Rewards Policy. 
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Context – (What each area means?) 

 

• The big picture?  What is the purpose of marking for this piece of work / project?  Try to be clear right from the beginning how the time you spend marking will improve teaching & 

learning. 

 

• Summative marking - Grading system: Are you going to use GCSE or A-level grades?  Is it levels or have you started to think about a post-levelling world?  Is it a numerical mark out of 

10 or 20?  Does the school, department or phase have an agreed system for teachers to use? 

 

• Formative Marking – Comment System: Do you have an agreed way of giving comments on students work - www (what went well), ebi (even better if), ioti (in order to improve), 

three stars and a wish?  Have you given thought to numbering / lettering the key marking points, shared with students, so teachers can give comments via numbers / letters instead of  

writing out comments in full?  Will you annotate the piece of work by putting the numbers / letters against the corresponding questions / text? 

 

• Key marking points to share with students?  This is absolute critical.  First of all teachers and then learners need to be clear what marks can be gained for.  It’s all about teacher 

clarity.  Sharing the key marking students with learners before they start the work will really help improve their work. 

 

• Don’t forget to include a bit of “spoof assessment” to help learners understand what the key marking points are.  You can give learners two answers of different quality and get them 

to assess them using the key marking points – can they grade / level the work and give reasons why.  Another approach is to give them the different pieces of work and get learners to 

rank them and identify the main reasons why one was better than the other – can they give you the key marking points? 

 

• Common Errors – identifying common errors across a number of learners’ work is an important part of diagnostic assessment and links to other parts of the #5 Minute Marking Plan – 

Re-teach, Student Response to Feedback and What Should be Changed in Activity / SoW .   

 

• Re-teach – is there an important part of the module, topic, lesson that learners just haven’t got.  Don’t worry it happens to all teachers.  The important thing is to spot the “gap” in 

learning and then go back and address it again.  Plan the re-teach: What, When, How & Why? 

 

• Student Response to Feedback Required? – Once you’ve spent time putting comments on learners’ work they must go back and either correct errors or redo areas of their work that 

needs improvement.  A good strategy is to give students time to correct / redo the work during the lesson when the work is handed back – this is a key part of them improving and 

learning.  Think about it, every student has a personalised action plan of ebi / ioti / a wish (or two) to work on. 

 

• What should be Changed in Activity / SoW – Is there a gap between the learning you wanted and what actually happened when you looked at the work submitted by the learners?  

Think about the activity or scheme of work – are some tweaks needed or a major rethink?  What do colleagues think who have also taught the activity / SoW?  This is a powerful way 

to improve the teaching programme whilst things are still fresh in everyone’s mind. 

 

• Peer/Self Assessment Opportunities – Learners need to develop these skills and it’s worth investing time in particularly as part of a whole school / department / phase approach.  

Make sure the learners have the key marking points available to them.  Try to get to the point where before you mark a very important learner’s piece of work it has gone “self, peer, 

self” in terms of assessment & improvement before you look at it. 

 

• What should/should not be marked – This can be a hard one for teachers.  We want to mark everything but quality and quantity can create problems.  Go back to “The Big Picture”.  

Why are you marking, what will add most value to the teaching & learning? 


