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Assessment at Aberdare Community School  

The main aim of assessment is to contribute to the educational process 
helping all pupils to become more effective learners. 

 
Assessment: 

Will contribute to each pupil’s learning: 

• by giving direct, constructive feedback whereby the learner can make effective  

use of assessment. 

• by guiding the teacher as to appropriate ‘next steps’ for each pupil. 

 

Will measure each pupil’s achievements: 

• to inform the pupil. 

• to inform the pupil’s parents/carers. 

• to guide the pupil’s choice of future course(s) of study. 

• to contribute to selection for employment. 

 

Will monitor attainment patterns and trends: 

• within subjects. 

• within year groups. 

• within specific learner groups. 

• within the school. 

 

Will evaluate performance: 

• of subjects within schools. 

• of teachers within subjects. 

• of the school compared to similar schools (FSM). 

• of the school compared to all schools across Wales. 
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Successful assessment procedures promote a partnership between pupil, teacher, parent and 
the wider community. 
 
Assessment, recording and reporting should : 
- 

• be embedded in the teaching and learning process of which it is an essential part in 

every subject whether it is practical or theoretical.  

• share learning goals with pupils; 

• help pupils to know and recognise the standards to aim for including a mature attitude 

towards assessments and examinations; 

• provide feedback which leads pupils to identify what they should do next to improve; 

• have a commitment that every pupil can improve; 

• embrace the academic, social, emotional and physical development of the pupil; 

• involve both teacher and pupil in reviewing and reflecting on the pupil’s performance 

and progress; 

• involve pupils in self-assessment;  

• provide useful and intelligible information for teachers, pupils and parents, 

• meet statutory requirements and incorporate procedures for ensuring consistency in 

standards, 

• be manageable. 

 

A Whole School Perspective 

Assessment is an integral part of everyday teaching and learning in the classroom. Teachers 

discuss with pupils, give guidance, observe, help, encourage and challenge. Pupils' work 

whether it is written or transitory (in the case of practical activities such as those found in 

Physical Education/ drama or oral as in language study) is regularly  marked and/or reviewed 

giving valuable information about the capabilities and achievements of individual children. 

Assessment is continuous, ongoing and is a vital part of the learning process. 

 

Marking of Pupils’ Work 

Each department needs to have a common, manageable policy on marking that is consistently 

implemented by all the teachers within the department and checked regularly by the Leader of 
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Learning for that subject and overseen by the departmental link from SLT. Departmental 

policies must reflect whole school policy on marking and assessment of work.   

 

Quality marking and assessment has two key elements: 

 

• General marking of work. Here the ‘Literacy for Life’ marking system that is in the 

pupil’s planner should be employed for general marking. A sheet indicating this marking 

process may be placed in the front of each book or file for reference if required. 

Appendix 1 

 

• Marking of work used for National Curriculum and/or examination specification 

assessment processes. This work should clearly indicate both formative and 

summative assessment comments and a judgement of the characteristic level or grade 

of the work for N.C. or external specification purposes, as appropriate to that subject 

and its N.C. orders and specifications. It should also link to elements of the LNF, as 

appropriate. The summative comment should state what the pupil needs to do to 

improve in the next piece of work and indicate how they can make that progress. 

Marking should be relevant to the statutory orders and external specifications and 

assessment systems for that subject and be assessed accordingly. 

 

Marking should be used to identify areas of strength and indicate where improvements and 

progress can be made. It is also an opportunity for pupils to learn from their mistakes. It can 

identify skills and present opportunities for a dialogue between teacher and learner. Marking 

and assessment must ensure that pupils are able to show progression with individual pupil 

target levels that should ideally represent two levels of progress between key stages and also 

allows for progression with the LNF expectation statements between year groups. 

 

Effective marking is detailed and targets individual improvements for each pupil. Leaders of 

Learning must ensure that there is a clear statement in their schemes of work and 

departmental marking policy as to what the requirements for quality marking and assessment 

of work are, in terms of their departmental processes. Staff must adhere to the departmental 



  

5 

 

requirements which, as stated above, must be closely monitored by the Leader/Deputy Leader 

of Learning, as appropriate to the department.  Staff also need to be ready for rigorous scrutiny 

of marking and assessment, as part of the departmental review process, in line with whole 

school policy and practice for monitoring of standards across the curriculum and across all key 

stages. Portfolios of assessment that exemplify standards may be gathered over time to help 

develop a bench-mark for departmental understanding of levels, expectation statements and 

external assessment standards. These should be regularly refreshed and updated and can be 

available either in print or electronic formats, as is best for the department but should be 

available for scrutiny if necessary. 

 

Within a department all staff need to ensure that: 

 

• Marking is regularly undertaken and thorough enough to spot errors and inaccuracies. 

Marking comments should always be made. Simply putting a grade or mark is not a 

means of providing quality feedback. 

• Marking should be fully integrated with any system of rewards. 

• Marking needs to be sensitive to learner needs, positive and pupil friendly whilst also 

providing positive constructive comments that helps the pupil progress with their work. 

• When providing feedback it is also good practice to allow pupils time for reflection upon 

the assessment and to integrate this into the setting or evaluation of targets for progress 

to be made, reviewed and acted upon. 

• Written comments and oral feedback clearly communicate, to individual pupils and their 

parents, the pupil’s strengths & weaknesses, level of performance, suggested strategies 

for improving their knowledge, understanding and skills and goals to be achieved. This 

can help parents who take an active role in their child’s education support their child 

with their learning; 

• Pupils are encouraged to maximise their potential for learning and strive to ensure that 

the work produced is of the highest standard at all times that the individual pupil is 

capable of producing at that time. 
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• Any work that is missing, incomplete or poorly presented work is closely monitored 

using school systems as appropriate and necessary. 

• Work is returned promptly to pupils. Ideally this should be within 2 weeks of submission 

but it is accepted that for some circumstances and subjects a longer timescale may be 

appropriate. 

• Corrections are carried out by the pupils who act upon the marking comments of staff 

on their work. Parents may take an active role in this activity but must be encouraged to 

guide and support their child rather than do the corrections for them. Actively correcting 

work, by pupils, should be seen as a learning opportunity and monitored to ensure that 

pupils actually make progress as a result of this activity; 

• Marking & recording process allows for an easy transfer from the pupils’ work to 

departmental records and whole school monitoring and tracking systems when required; 

• The department operates the common marking scheme that is shared, understood and 

implemented by all members of that departmental team; 

• Pupils have been informed of the marking and assessment system and have a copy of 

the Learning Ladders in the BACK of their books that is regularly referred to and 

operates as the success criteria when assessing work, as appropriate and necessary. 

This may be differentiated as appropriate to the needs of the class; 

• Pupils clearly understand the criteria that are used and are aware why one piece of 

work might attract a higher grade than another; 

• Marking at Key Stage 4 and 5 should reflect the current assessment needs that are 

required by controlled assessment and coursework completion at this level. The 

Examination Policy should be referred to when undertaking assessment of this nature; 

• Departmental marking and assessment should also be shared between staff in 

standardisation and moderation discussions within the department and meeting time.  

• Leaders of Learning and/or the SLT link should give constructive feedback to staff on 

the quality of their marking as part of the school monitoring processes, including 
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suggested supportive actions for improvement, as necessary. Identified concerns must 

be addressed, acted upon and monitored to ensure that quality of feedback is 

maintained and of a high, challenging and consistent standard across the whole 

department; 

 

A common coherent marking and assessment system should promote: 

 

• Consistency within and across departments; 

• Clarity with respect to marking for the pupils; 

• Clarity with respect to marking for the parents. 

 

All teachers and departments should also ensure that pupils present their work appropriately 

and again follow the ‘Literacy for Life’ guidelines on ‘How to Present Your Work’.  Appendix 2 

Assessment of Learning and Assessment for Learning 

Assessment of Learning (Summative Assessment) 

Assessment of Learning will involve teachers working together to plan learning, teaching and 

assessment, resulting in a shared understanding of the demands of programmes of study and 

attainment targets, and shared expectations of performance as recommended by WA.  It will 

help teachers to be more consistent and confident in making judgements.  Assessment of 

Learning deals with the processes involved in: 

 

• reaching a common understanding of standards within individual departments, schools 

and within cluster groups; 

• enabling quantitative judgments to be made at the end of a key stage through in-school 

and cluster moderation. 

 

Pupil progress is monitored on both a whole school and individual pupil basis.  Progress is 

tracked by Leaders of Learning, Progress Leaders and members of the Leadership Team. 
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Assessment for Learning (Formative Assessment) 

Assessment for Learning is necessary to focus on the learners’ achievements and on 

guidelines of ways in which they can move forward rather than on curriculum outcomes.  

Assessment for Learning will involve learners gaining understanding of specific learning goals 

and the associated success criteria so that, supported by the teacher, they can develop their 

capacity for self and peer assessment. In this way, they can establish their current position, set 

and move towards targets and recognize, if and when the targets have been reached. High 

quality and appropriate questioning of pupil performance and targets forms an integral element 

of the assessment process allowing pupils opportunities to question their own performance 

and develop reflective thoughts and future improvements. 

 

All departments will apply AfL principles when marking pupil work (e.g. two ticks and a wish) 

and will place subject Ladders to Learning in the back of all pupils’ books.  These will be 

learner friendly ladders that show pupils what they need to do to improve and gain a higher 

level or grade. 

All departments to ensure that pupils are able to write SMART targets linked to Ladders of 

Learning and to integrate AfL assessment procedures. 

 

All pupils in KS3 and KS4 will be formally assessed on 4 occasions during the academic 

year.  One assessment is the summative annual examination which is used along with 

evidence from other assessments to award the end of year working level/grade and to 

generate the annual report. 

Assessments will be designed to assess knowledge and skills. They will indicate at what level 

the pupil is currently working and what skills and attributes need to be developed in order to 

make progress. Evidence of these assessments as well as other data/ assessments should be 

used in parents’ meetings to show the progress that a pupil is making against their own 

targets; and in comparison with other pupils in the same year group. 

 

At KS5 pupils are assessed throughout the year at the discretion of the Leader of Learning and 

working grades are awarded prior to the interim reports. 
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Key Stage 3 Assessment 

 

• A continuous assessment policy must be in place by each department which meets 

statutory requirements as well as school policy. 

• Teachers are expected to review pupils’ attainment on a termly basis. (Twice in the 

Autumn Term) 

• Targets are to be set on each pupil during the Autumn term for the end of KS3. These 

are challenging and aspirational and based on predictive data and prior attainment. 

Targets are reviewed on a termly basis. 

• Interim reports will be issued during the Autumn term and the Spring term, and a full 

report during the Summer term. All data will be collected via SIMS. 

• On agreed assessed pieces of work throughout KS3, teachers should record the level of 

attainment in consultation with the National Curriculum descriptors. Comments should 

be made on what the learner has done well and what the learner needs to do to make 

further progress. 

• A sample of assessed work at KS3 should be STANDARDISED and MODERATED by 

all department members. It is important that there is a shared and agreed understanding 

of the level descriptors by all staff within the department. This procedure should be 

carried out when appropriate in department meetings or during INSET. 

• A ‘Portfolio of Evidence’ (reference sets of exemplars of learners’ work) should be kept 

by the department which department members have confirmed and maintained and 

shared understanding of national curriculum standards. This sample should have 

supporting teacher commentary that shows links to the level descriptors. This is a live, 

working document. 

• Departmental level portfolio is moderated SLT links. 
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Recording Working Levels in Key Stage 3 

Working Levels are recorded on the school data base after each assessment.  Working 

levels are recorded as split levels.   At the end of Year 9 an end of key stage full level is 

also awarded.  This is a statutory requirement by the Welsh Assembly.  The end of key 

stage full level is based on the mode, i.e. the most occurring level achieved by the pupil at 

the end of Year 9.  

 

Key Stage 3 Portfolios of Evidence 

It is the responsibility of each department to produce portfolios of pupils’ work.  Each 

portfolio should show examples of work regarded as showing characteristics of a particular 

level of attainment.  The portfolios can range in standard from Level 3 to Level 8 and, 

where evidence is available, Exceptional Performance.  

The standardisation process involves using samples of work of the same learner or 

different learners to enable teachers to reach agreement on levels of attainment by 

confirming a shared understanding of the characteristics of a level.  It is regarded as good 

practice to collate materials and other information which are linked to a range of work of an 

individual learner, a learner profile.  These are used for exemplification purposes to assist 

judgements to be made at the end of a key stage as a benchmark for the moderation of 

pupils’ work.  This collection of materials is described as end of key stage learner profiles.  

 

Standardisation and Moderation of Pupils’ Work at Key Stage 3 

All departments are expected to hold standardisation meetings.  The intention being that all 

members of the department are clear regarding the criteria to be met in order for pupils to 

achieve specific levels of attainment. Minutes of these meetings should be filed by the 

department.  A copy of the minutes should be submitted to the line manager. All 

departments are to hold moderation exercises, as appropriate, throughout the year, in order 

to agree on the level of attainment awarded to a pupil’s work.  All departments are to 

produce portfolios of evidence showing work of particular levels.  This work should be 

annotated, identifying strengths and areas for improvement.  This will assist pupils in their 

assessments for learning and target setting.  Comments should highlight features in pupils’ 
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work that teachers have cross-referenced to relevant level descriptors, resulting in the work 

being deemed to show characteristics of a particular level.  

      

     Key Stage 4 Assessment 

• Where appropriate, pupils will sit internal examinations during the Summer term in Year 

10. 

• Year 11 will sit a mock examination at the end of the Autumn term, prior to taking 

external examinations. 

• Pupils will also sit controlled assessment during the course of their studies that will be 

marked against grade descriptors. 

• Modular examinations take place throughout the 2 year GCSE course of studies. 

• Assessment procedures at Key Stage 4 are in line with the subject specific criteria as 

outlined in examination board specifications. 

• Assessed coursework descriptors and examination guidance are used to guide teachers 

in assessing pupil performance.  

• Targets will be set annually and reviewed based on pupil performance and predictive 

data. (FFT model D) 

• Targets must be challenging and higher than the attainment in previous years. 

  

The school will publish annually the programme of assessment dates relating to all 

pupils to ensure all staff are aware of key benchmarks is assessing pupils progress.  
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Recording Attainment 

The recording of attainment is a continuous process throughout Key Stages 3, 4 and 5.  The 

purpose of recording attainment is that:- 

 

• this information allows us to identify pupils’ achievement against their potential and 

their targets. 

 

• this information provides a stimulus for discussion between pupils, subject teachers 

and their form tutors in order to ascertain their current level of performance and set 

targets for progress. 

 

In all Key Stages staff are asked to comment on subject specific skills and Key Skills.  Subject 

specific skills in Key Stage 3 will be determined by National Curriculum levels.  In Key Stage 4 

and 5 they will be determined by the requirements of the course and the examination.  When 

reporting on these skills staff comments should be based upon the results of regular 

assessments, which have taken place throughout the year and are designed to test pupil 

performance on each skill. 

 

When recording attainment a uniform approach agreed by the department is necessary.  The 

following key features on recording pupils’ work may be of assistance.   

 

Key Features on Recording Pupils’ Work 

Class records or mark books should be used for recording attainment set against prescribed 

criteria.  

 

Class records or mark books contain marks/grades/levels that are linked to specified criteria, 

e.g.  departmental scheme, GCSE, National Curriculum etc.    

- The criteria must be clearly understood and consistently applied across the department.   

- The criteria must be clearly understood by the pupils.   

- Class records may be used to record the date when individual pupils encounter or show 

mastery of particular skills or concepts or achieve a National Curriculum level.   
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Target Setting 

Leaders of Learning will use the following data in order to set end of key stage targets, in each 

subject area, for each pupil: 

• KS3 classes 

o Key Stage 2 Teacher Assessments. 

o CATs test results. 

o National Reading and Numeracy tests. 

o FFT predictive data. (model D) 

o Pupil internal assessment results. 

o Target Levels and past tracking data, where relevant. 

• KS4 classes 

o Key Stage 3 Teacher Assessments. 

o CATs predictions for each subject. 

o Pupil internal assessment results. 

o Target grades and past tracking data reviews, where relevant. 

o Fischer Family Trust predictions for each pupil. (Model D) 

o GCSE Estimated Grades. 

In order to make the end of key stage targets more meaningful and achievable to pupils, they 

are broken down into end of year targets, which again are broken down into sub sections ‘a’, 

‘b’ and ‘c’, with ‘c’ being the lowest and ‘a’ being the highest.  This will make each end of 

year target more achievable via ‘bite-size chunks’.    

In Key Stage 4 the FFT green estimated grades are used in order to set end of Key Stage 

Targets.  The GCSE targets are broken down into end of year targets.  Pupils’ targets for the 

end of Year 10 can be split e.g. C/D.  This indicates that the pupil should be working at a grade 

C level at the end of the year.  However, without the necessary effort they could possibly be 

working at a grade D level.  This can be used to motivate pupils during mentoring sessions, in 

order for them to fulfil their potential.  This will make the targets more achievable via short term 

goals.  Working levels/grades will then be formally inputted into the Sims System on 5 

occasions during the year as indicated on the whole school calendar. 
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At Key Stage Five, using pupils’ GCSE grades and prior learning Data, Leaders of Learning 

set end of key stage targets for each pupil.  These again are broken down into end of year 

targets or end of module targets.   

 

Literacy and Numeracy Framework 

 

The LNF is primarily a curriculum planning tool. It is also an assessment tool in that it informs 

teacher assessment. 

  

Assessment against the National Literacy and Numeracy Framework (LNF) is intended to be 

used formatively by schools and individual teachers to support learner progress, classroom 

and curriculum planning. Assessment will be narrative, allowing for flexibility in learners’ 

progress – it is not intended to be a ‘best-fit’ approach. 

  

Teachers will use the LNF to: 

 •assess individual progress to form the basis for informed discussion with learners, 

parents/carers and between teachers about learners’ current strengths and areas for 

development 

 •assess group progress to inform curriculum and school development planning. 

  

Progression through the LNF will demonstrate how learners are performing against the 

expectations for literacy and numeracy at the end of each academic year.   

 

All departments will be using the LNF in their Schemes of Work at both Key Stage 3 and Key 

Stage 4.  Leaders of Learning will develop Literacy across all curriculum areas and STEM 

(Science, Mathematics, Engineering and Technology) subjects will also focus on numeracy for 

their department, to show how pupils are progressing in these essential skills within each 

subject.  Progress in Essential Skills Wales (Communication, Application of Number and ICT) 

will also be assessed regularly across all curriculum areas. 
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On 4 occasions during the year judgements will be made alongside the LNF and teachers will 

log whether pupils are achieving: 

 

• Ground Work Performance 

• Ascending Performance 

• Peak Performance 

• Soaring 

 

All teachers will input the literacy and numeracy level (GAPS) on Sims and an aggregate score 

will be calculated based on input from across the whole curriculum. 

 

Teachers will then work with individual pupils to ensure areas of concern are identified and 

support put in place to enable progress through the framework. 

 

Pupils will log their levels on their Literacy and Numeracy Ladders and in their Pupil Progress 

Files. 

 

Parents/Carers will be informed of progress in the annual written report.  Every department 

across Key Stage 3 and Key Stage 4 will include a written comment on progress in both 

literacy and numeracy within their subject. 

 

Reporting to Parents/Carers 

 

Reporting to parents/carers is achieved through:  

 

• Learner passports. 

• Written reports. 

• Parents/carers’ evenings and review days. 

• Meeting with parents/carers as required.  
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Learner Passports 

The Learner Passport will ensure that all the relevant data on an individual pupil will be 

collated into one document.  The pupil and parent/carer will have a copy of this Passport.  The 

Passport is intended to provide us with valuable information so that we can ensure every pupil 

receives the relevant support.  The Passport will contain information on a pupil’s academic 

performance as well as any barriers to learning that they may need to overcome. 

The Learner Passport will be updated at regular intervals over the academic year and will be 

used by all staff, pupils and parents/carers to determine a successful educational journey for 

every student. 

 

Written Reports 

Years 7 – 13 receive one annual report providing summative information and formative targets.  

In addition, all pupils will receive Interim Progress reports on a termly basis. 

All subject teachers are required to comment on subject specific skills, as agreed by the 

department, and the Essential Skills Wales of Communication, Application of Number and ICT. 

All summative reports will contain subject reports, a form tutor’s comment, a comment from the 

Progress Leader or member of the Leadership Team, the pupil’s personal statement, an 

attendance record and a parental reply slip.  

The timescale for completion of reports is included in the school calendar which staff will 

receive in September of that academic year.  

All reports in Key Stage 3 and 4 follow an agreed format (using i2Q reporting system). 

Year 12 and 13 reports have a format to meet the requirements of the Cynon Valley 

Consortium.  

 

Parents/carers’ evenings and review days 

In Years 7, 9 and 12 form tutors and pupils will meet with parents/carers to discuss progress, 

targets and, where relevant, option choices during a review day. 

For all other year groups annual parents/carers’ evenings will take place to discuss pupil 

progress and pupil targets.  All these dates will be indicated on the school calendar. 
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Meeting with parents/carers as required 

Leaders of Learning and Progress Leaders should also meet with parents/carers when 

required to discuss achievement and progress. 

 

Monitoring of Standards 

This is to be undertaken as follows: 

• Leaders of Learning should sample pupil work in each year group at least once every 

term. 

• Members of the SLT will also undertake a regular sampling of pupil work. 

• There will be regular whole school sampling of year groups and different groups of 

students, as well as monitoring practice with Assessment for Learning. 

• When reporting Leaders of Learning are responsible for the quality of the subject 

statements for their department; Progress Leaders are responsible for the quality of the 

form tutor statements.  Members of the Senior Leadership Team sample the quality of 

each year group’s annual reports. 

• Lesson observations should also be used as opportunities to sample student work and 

AfL practice. 

• Additional sampling through pupil voice is encouraged e.g. by focus groups. 

• The cycle of departmental reviews will also review the effectiveness of assessment 

processes. 

 

Feedback from all monitoring processes is provided with a view to raising standards in 

and across all departments. 

 

Pupil Progress Files  

The Pupil Progress File process supports pupils in their learning, personal development and 

career planning.   

 

It is intended that the Progress File is used to develop reviewing, evaluating, and planning, by 

pupils and is a key tool in the promotion of life-long learning.  Pupils are encouraged to 

manage their own learning and in doing so acquire thinking and planning skills.   



  

18 

 

Pupils start using Progress Files in Year 7.  They are supported by their form tutors and are 

given pupil progress file booklets.  These provide the pupils with information on self-evaluation, 

target setting and action planning in order to improve their performance in all aspects of life, 

including the development of key skills.  

 

The main objective of the Pupil Progress File is for pupils to: 

 

• identify and collect evidence of their achievements both in school and in the 

community. 

• review and evaluate progress made and set realistic yet challenging targets for 

improvement. 

• develop their self-esteem so that they are better prepared to take on a role of 

responsibility within the community. 

• develop knowledge on different careers in order that they are better prepared to 

select the career most suitable to their skills and attributes and be aware of the 

pathway they have to pursue in order to achieve that career. 

• maximise their achievement within school and the wider community. 

 

Pupils meet with their form tutors, as part of an organised mentoring programme in order to 

review their progress and set targets for improvement.  

 

Pupils have ownership of the file and time is given each term for sifting and sorting and the 

updating of the file.  

 

The pupil progress file when used efficiently is an effective tool in enhancing pupil progress.  
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Monitoring, Evaluating and Reviewing Assessment, Recording and Reporting  

 

• all staff are responsible for Assessment, Recording and Reporting of pupils in their 

teaching groups. 

 

• the Leader of Learning has the role of ensuring procedures are followed and a 

system of quality control is in place and adhered to. 

 

• the Leadership Team are involved in the process by overseeing that agreed 

procedures are followed and supporting staff as required. 

 

• the Deputy Headteacher has the responsibility for overseeing all aspects of 

Assessment, Recording and Reporting. 

 

 

Review and evaluation of the policy: 

This policy will be monitored by the Headteacher and SLT. 

 

The Head will report to the Governing Body's Curriculum Committee on the progress of 

the policy and will recommend any changes. 

 

 

 

 

This policy should be used in conjunction with the 

school’s: 

• Examination Policy 

• Literacy and Numeracy Policy 
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Literacy for Life 
How Your Work Is Marked 

All of your teachers are here to help you improve your reading, writing and 

speaking skills.  When marking your work, your teachers will all use the following 

marking code, along with specific feedback on how you can improve.  Remember 

literacy really is for life!  

Sp Spelling Mistake 

CL Capital Letters 

P Punctuation Error 

T Wrong Tense 

Exp 
Think about your 

expression, does it 
make sense? 

Gr Grammatical Error 

NP New Paragraph 

Appendix 1 
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Literacy for Life 
 

How to Present Your Work 
 

How you present your work matters.  Use the guide below to make sure your 
work is always presented neatly and appropriately.  
 
 
 

 

 

Monday, 10th September 2014 
 

Why I Love My School 
 

I love Aberdare Community School 
because the teachers really care 
about us.  They always listen to our 
points of view and even act on them.  
We have helped design our new 
building which is amazing! 
 
The best thing about our school is 
everyone really values our future, 
and we all work together to make 
sure that it will be bright. 
 
The Ende 

 

Put the date on 

the top line, on 

the right, and 

underline it. 

Put the title in 

the centre and 

underline it. 

Always write in 

blue or black 

ink. 

Write in cursive 

/ joined up 

writing. 

Capital letters 

are only used 

at the start of 

a sentence, for 

the names of 

people and 

places and I. 

Draw 

diagrams, 

charts, tables 

and 

illustrations in 

pencil. 

No need for 

Tippex.  Just 

put a neat line 

through 

mistakes. 

Remember!! 

• Keep your exercise book / file up-to-date with all work completed 

• Always ensure your work is neat and tidy 

• Stick in any worksheets 

• Presentation is important – there should be no graffiti  

Appendix 2 
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