
 
 

 
 
 

 
 
 

 

Marking and 
Feedback Policy 

2021-2022 
 

 
 

Written by N. Griffiths  DHT  September 2019 
Revised by  K. Extance  Head of Senior School  September 2020 
Revised by  R. Rees  

C. Chandler-Mears  
DHT 
Wider SLT (QA) 

March 2022  
Further revisions 
April 2022.  

 



 

Page 2 
 

 
 

Contents 
 
1 Rationale ................................................................................................................. 3 

2 Marking Process ...................................................................................................... 3 

3 Frequency of Marking ............................................................................................ 4 

4 Pupil Response ........................................................................................................ 4 

5 Self/Peer Assessment: ............................................................................................. 4 

6 Setting out of work ................................................................................................. 5 

7 Assessment Marking ............................................................................................... 5 

8 Marking notation .................................................................................................... 5 

9 Quality Assurance .................................................................................................. 6 

Appendix 1:  .................................................................................................................. 7 

Appendix 2: ................................................................................................................... 8 

 
  



 

Page 3 
 

This policy is to be read in conjunction with the Quality Assurance and 
Homework Policies. 

 

1 Rationale 
 
Marking and providing feedback (Appendix 1) in line with school policy is a core 
professional responsibility. Marking is to be diagnostic and not procedural, 
providing explicit opportunities for individual pupil progress. Pupils will both be 
aware of and understand marking systems, both the criteria for marking as well as 
the comments and grades/marks awarded. 
 
Marking should be consistent across the senior school and be constructive giving 
clear actions for improvement. Marking will be used to help inform teacher 
planning and monitoring. 
 

2 Marking Process 
 

• Each department will have a marking program outlined in the scheme of work 
(SOW) detailing key accessible learning outcomes which will be diagnostically 
marked. For examination classes, work should be commensurate to exam 
board requirements/expectations.  

• Common assessment tasks (pre-agreed by department) must be standardised 
and should be moderated to ensure consistency of marking and assessment 
across the department. 

• Formalised diagnostic marking undertaken by the teacher should include 
developmental comments. 

• Departments follow the whole school approach to literacy marking using the 
agreed codes (Appendix 2) when appropriate. 

• Late or copied work should be identified and addressed by the teacher.  
• Procedural marking is to be rarely used and assisted by modelling of 

appropriate presentation or work made more accessible for the pupils 
according to need.  

• Marks should be recorded appropriately in a mark books. 
• The format of records/reports and the frequency of their production should 

allow the progress of individual pupils to be easily monitored. 
• Heads of Department (HODs) should keep centralised records, computerised 

where possible, of 'across the year group’ tests, assessments, and examination 
results for each year group, as well as relevant analyses of the marks.  
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• HODs should use MIDYIS/ALIS data and reports generated by SIMS* to identify 
and help pupils who may be underachieving or having difficulties.  

• Examination results should also be recorded centrally on SIMS*, accessible by 
relevant staff to enable monitoring and intervention.  

*(or other MIS supported system in use by the school at the time) 

3 Frequency of Marking 
 
The expectation of formalised diagnostic marking of the books, and other 
relevant materials, is every two to three weeks. This is dependent upon the 
number of timetabled lessons per subject as in some cases in order for the marking 
to be timely it is needed more or less frequently. During the marking process, 
teachers are encouraged to use the following: 
 

• Use of even better if (EBI), what went well (WWW) and next steps.  

During the marking process teachers are expected to use the following:  
 

• Allocation of house points (HP). 
• Use of the term commitment (C) to reflect effort in accordance with the 

school’s values.   

4 Pupil Response 
 
• Time allocated for pupils to respond meaningfully to feedback, staff indicating 

when a longer response is needed.   
• Response should be reflective, show progress and be made in green pen.  
• Simple answers to questions (e.g., ‘Yes, sir’, or ‘ok’) are not acceptable.  
• Students are required to act on the feedback provided.  

5 Self/Peer Assessment:  
 
• Self-Assessment and Peer Assessment should be indicated by a SA or PA.  
• SA in green pen and PA in pink.  
• Assessment and learning objectives must be made clear at the start of every 

topic and progress will be assessed against these.  
• Success criteria to meet learning objectives must be clear.  
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6 Setting out of work 
 
All work should be organised and provided in a logical format that includes: 
 

• Underlined title and date.  
• Blue or black pen. 
• Errors crossed out with a single line. 
• Clear chronology. 
• Homework marked with HW and classwork with CW for Years 7-10. 
• Handouts secured. 

7 Assessment Marking 
 

• Adhere to the whole school assessment calendar. 
• A yellow proforma (Appendix 2) will be used by pupils a minimum of five times 

a year per subject (for either formal or informal assessments) to record their 
own reflections on their progress. The proforma will be made subject specific 
incorporating drop-down menus or similar of key skill/ knowledge 
development cross referenced with learning objectives to help pupils identify 
their progress in each subject. The proforma can be available online and be 
used to provide whole class feedback where appropriate. For subjects that 
are entirely practical staff need to be able to evidence that the pupils can 
articulate how they have made progress and the next steps required to 
achieve their outcomes. For subjects that are entirely practical a verbal system 
is most appropriate in addition to the formal assessments.   

• Marks/grades recorded in teacher mark books alongside key data e.g., SEN, 
EAL, NRGT, MIDYIS, ALIS.  

• Assessments should be marked according to: GCSE levels or A level grades, 
examination board's criteria [Y9 upwards] and/or according to mastery level 
(ears 7 and 8) - embedding, embedding plus, achieving or mastering. Tracking 
will occur against the minimum target grade.   

• It is the responsibility of the Head of Department (HoD) to ensure that there is 
an alignment between assessment results and reported levels/grades.  

8 Marking notation 
 
• Mistakes, especially in basic punctuation and spelling should be corrected 

though not all and ideally linked to a literacy target. 



 

Page 6 
 

• Subject specific vocabulary commonly misspelt should be identified by 
departments and they should take measures to improve spellings of these 
words, including writing the correct way to spell these words in the pupil’s 
book/work.  

• A section of work may be checked for both content and literacy rather than 
the whole assignment; whilst the specific criteria for that assignment will be 
applied throughout. 

Staff are asked to use the following common notation (displayed in classrooms) 
to support literacy across the curriculum: 
 
Code  Explanation  
sp Spelling error with correct spelling included.  
p Punctuation error  
Exp/~ Inaccurate expression  
gr/~ Inaccurate grammar 
^ To show where a word or phrase is missing 
// To show where a new paragraph should start  
HP House Point  
C Represents the school value of commitment that indicates 

effort level e.g., CF, CG, CVG, CO. 
WWW What Went Well  
EBI Even Better If 
Ⓣ Target relating to learning objectives 
T Above target  
T Below target  
KC Knowledge Check 
ECF Error Carried Forward 

 
The codes highlighted in yellow are optional and would indicate a pupil’s progress 
towards achieving the topic’s learning objectives in KS3 whereas in KS4 and 5 it 
would indicate GSCE/A Level grades where appropriate. 

9 Quality Assurance 
 
Monitoring of quality of marking and frequency is completed through regular 
work scrutiny by HoDs and SLT through a Quality Assurance (QA) Programme that 
is outlined in the QA Policy. 
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Appendix 1: Feedback  
  
Feedback is one of the most effective strategies for ensuring progress. Marking is 
a formal way to capture feedback and must provide detailed and personalised 
evaluation points for future developments.  
 
Written feedback should:  
 

• Be predominately encouraging and constructive  
• Relate to lesson objectives and learning outcomes  
• Challenge the pupils to think for themselves  
• Create opportunities for pupil dialogue where appropriate 
• Promote individual pupil progress 

Feedback can be many in forms including a whole variety of methods e.g., 
whole class, verbal, use of highlighters for pupils to self-assess, modelled answers, 
proformas with exam criteria, live feedback during lessons. This is clearly 
depicted in the diagram below: 

Source: EEF/Oxford University, “A Marked Improvement” (2016) 
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