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1. THE SCHOOL'S ACADEMIC MISSION
Moulsford’s academic mission statements are:

I. To provide full-time supervised education for pupils between the ages of 4 and |3, which gives
pupils experience in linguistic, mathematical, scientific, technological, human and social, physical
and aesthetic and creative education.

To give pupils opportunities to acquire speaking, listening, literacy and numeracy skills.

3. To ensure that the educational requirements and needs of pupils with EHCs (Education, Health
and Care Plans) are fulfilled.

4. To provide personal, social, health and economic education (PSHEE) which reflects Moulsford’s
aims and ethos.

5. To provide appropriate careers guidance in Years 7 and 8; providing access to accurate,
up-to-date careers guidance that — (i) is presented in an impartial manner; (ii) enables them to
make informed choices about a broad range of career options; and (iii) helps to encourage them
to fulfil their potential.

6. To ensure that all pupils have the opportunity to learn and make progress.

7. To adequately prepare pupils for the opportunities, responsibilities and experiences of life in
British society.

Considering such goals, together with the particular goals of an independent preparatory school,

the Moulsford curriculum must achieve the following:

® |t must prepare pupils thoroughly for success in internal exams and in Common Entrance and
scholarship exams.

e |t must excite and extend the intellect and interest of every pupil, whatever their strengths and
weaknesses and build their confidence and self-esteem in all areas.

e |t must provide sufficient breadth and depth of information, skills and experiences to provide a
firm basis for future educational and career opportunities and choices.

e It must provide at least the information and skills laid down in the National Curriculum since
this is the starting-point for most senior school and public exam syllabi.

e |t must provide experiences and opportunities to lay a foundation for an enriched, healthy and
fulfilled life.

® |t must provide the personal, social and moral knowledge and skills necessary for happiness and
for responsible and caring citizenship.

e |t must provide a programme of activities to pupils, in Reception to Year 8, that is appropriate
to their educational needs in relation to personal, social, emotional and physical development
and communication and language skills.

The school management, which is overseen by the Governors, ensures that the policy on the
curriculum, supported by appropriate plans and schemes of work, is reviewed annually and

implemented effectively.

The written policy, plans and schemes of work — (i) take into account the ages, aptitudes and needs

of all pupils, including those pupils with an EHC plan; and (ii) do not undermine the fundamental



British values of democracy, the rule of law, individual liberty, and mutual respect and tolerance of

those with different faiths and beliefs.
1.2 TEACHING AND LEARNING

It is useful to bear in mind the ISI standards for the “quality of education provided (teaching)”.

The teaching:

a) enables pupils to acquire new knowledge and make progress according to their ability so that
they increase their understanding and develop their skills in the subjects taught;

b) fosters in pupils the application of intellectual, physical or creative effort, interest in their work,
and the ability to think and learn for themselves;

c) involves well-planned lessons and effective teaching methods, activities and management of class
time;

d) shows a good understanding of the aptitudes, needs and prior attainments of the pupils, and
ensures that these are taken into account in the planning of lessons;

e) demonstrates appropriate knowledge and understanding of the subject-matter being taught;

f)  utilises effectively classroom resources of an adequate quality, quantity and range;

g) demonstrates that a framework is in place to assess pupils’ work regularly and thoroughly and
use information from that assessment to plan teaching so that pupils can progress;

h) utilises effective strategies for managing behaviour and encouraging pupils to act responsibly.

Learning should be a rewarding and enjoyable experience for everyone. Good teaching should equip
children with the skills, knowledge and understanding necessary to be able to make informed

choices about aspects of their lives.

“The single most important resource any child can have is their teacher; and teaching is a craft that
needs to be constantly honed and improved.”

This policy outlines the good practice expected of all teachers, while at the same time realising the

need for different individual strategies and teaching styles.

The school encourages and expects high standards of teaching and educational practice. INSET days
are provided regularly for staff to reflect on and build their skills, ideas and philosophies of teaching.
The staff development programme, opportunities for external training and the induction scheme are
all designed to maximise standards and provide teachers with a correspondingly high level of work

satisfaction.
Good teaching practice should include the following:

The encouragement of individual contact between pupils and teachers. All staff are
expected to provide regular opportunities for individual pupil-teacher contact. Opportunities in
class could include marking work individually, circulating and talking to pupils individually while they
are working on tasks or individual language oral work. Pupils should feel able to approach the

teacher individually during or after a lesson.

The encouragement of cooperation among pupils. The needs vary according to subject;

however, collaborative learning should play some part in all subjects.



Group work, like all work, needs specific aims, goals and guidance. For it to be effective good class
discipline is necessary. Less able children must not be allowed to ‘take a back seat’ or become
over-dependent on others' help. Involvement in a successful team effort can, however, raise sense of
achievement and confidence of weaker pupils. Teachers should group the children carefully,

according to pupils' knowledge, skills, personalities and attitudes to each other.

Collaborative teaching (e.g. team-teaching) can go hand-in-hand with collaborative learning and can

be beneficial to both pupils and teachers.

The use of diverse teaching techniques and the encouragement of active learning.
Teaching must always be such that the pupils see themselves as active participants in the learning
process, rather than as an audience. A feeling of ownership of the learning and the material used is
an essential part of this perception. Teachers must be aware of the various learning styles of
children. The more media and techniques through which a topic is taught the more likely it is that all

the children will learn it.
Efficient preparation and properly structured lessons

e Using CE and scholarship documents and our own curriculum programmes of study each
department will have a scheme of work established. This is a practical working document,
providing information on what each class group will cover in a year. It will provide a very
complete and clear picture of what happens in lessons and preps in the subject - showing both
what is being taught, learned and tested, and how it is being taught, learned and tested.

e Teachers should be able to produce brief lesson plans detailing, as appropriate, learning
objectives, teaching methods/resources and activities for each lesson. This also provides a
record of what a class has actually covered.

® Lesson structures vary according to the age and ability of the children, the nature of the topic,
the time available, etc.

The well-structured lesson is likely to include:

® learning intentions (possibly written on the board) and introduction to the lesson, with the
teacher introducing basic concepts to be covered;

e a brief recap from last lesson, which includes time to read teacher feedback;
Teachers may also use the concept of ‘flipped learning’, which requires pupils to explore
appropriate material before a lesson.
activity, with pupils actively developing their knowledge and skills;
plenary and look forward to next lesson.

Clear aims and learning objectives, pupil activity and participation, a good pace, variety
of approaches and effective use of time and resources are prerequisites for a successful

lesson.

Appropriate and creative use of resources. Good teaching makes use of a wide range of
resources, never over-using one resource and always using resources as an aid to learning rather

than as a substitute for teaching.



e ICT is a strong aid to effective learning. All subjects' programmes of study outline opportunities

where ICT can support and enhance learning.

Interactive Panels are resources that enable this enhancement to happen.

ChromeBooks are available for pupils who have additional needs and have had an Educational
Psychologist report that recommends the use of technology to support learning.

e iPads are used across the school in all subject areas. They are introduced on a one to one basis
in Y3 and pupils then use them as a resource throughout their time at Moulsford.

e The Class and School Libraries are very important learning resources for reference, for
research and the enhancement of study.

e Videos can be a valuable aid to learning, particularly for those pupils who respond primarily to
visual material. A good educational video takes pupils beyond the confines of the classroom and
helps to diminish the abstract nature of some topics. However, videos are an effective resource
only if used with discretion and in small doses. The use of a video must be preceded by a clear
introduction which places the programme in its learning context, and it must be followed by an
opportunity for questions and discussion.

e Virtual Reality Headsets can enhance specific topic areas when used effectively and in
moderation.

e Other resources. Many of the above points apply to other resources also. A good teacher uses
a variety of resources. Possibilities include internet-based resources, slides, objects and
artefacts, practical equipment, etc. All resources used must be of good quality, relevant and
well-presented.

e Educational visits are an important educational resource for many subjects. They must have a
specific purpose, be carefully planned and be followed up in class where appropriate.

e Dictating notes is often not a valuable use of limited class time and it is best to explore other
means of imparting information. Pupils must be taught how to lay out notes and those with
specific learning difficulties must be given assistance with spelling, presentation, etc.

Task-setting and prompt & frequent feedback. If pupils are to benefit from their studies they
need to be set regular tasks and provided with prompt and frequent feedback on their performance.
They need frequent help in assessing their existing knowledge and competence and their areas of
weakness. How often marked tasks are set will vary but testing work learned should happen with an
appropriate degree of frequency. All tasks set must be thoroughly prepared for and understood.
They must be marked promptly (see ’Section |.4: Marking Policy’) and appropriate feedback given.
Pupils must be able to understand the marking system and it must be consistent. Comments on
presentation, punctuation etc. could be included in all subjects, not just English. However, the main

focus should relate to the specific learning objective.

Setting high standards, respecting diverse talents and encouraging effective use of
time. This requires an effective classroom administrative system that is commonly understood and
consistently maintained by the teacher. It requires the setting of challenging but realistic tasks; the
use of positive incentives; thorough explanation of and preparation for tasks; a building of planning

and time-management skills; and the prevention of peer-group pressure deterring a pupil's effort.



A range of teaching methods can be employed to encourage effective use of time. Goal-setting (e.g.
completion of textbook stage, achievement of a certain percentage mark) can be very useful. Goals

must be realistic. The use of exemplary work in teaching demonstrates what is possible.

Each pupil must be encouraged to fulfil their potential. Opportunities must be sought to allow al/
pupils to achieve. The focus of our feedback to each pupil should be positive encouragement. The
teacher-pupil relationship must show respect for the pupil's individuality and intelligence. The
teacher must never be dismissive if a child has made an effort. We must recognise that children

work at varying speeds. Some respond well to the pressures of time.

All pupils must be stretched. They must be given the opportunity to collect additional information
and develop their skills. Educational visits, personal folders, portfolios of work and cross-curricular
work can be very beneficial. For further information on working with highly able pupils, please refer

to the Stretch and Challenge Policy.

Teachers must communicate high but realistic expectations related to the ability and age of pupils.
There must be school-wide insistence on a high standard of classroom behaviour and manners. All
staff must set high personal standards, for example in punctuality, speech and attitude. They must

recognise their importance as role models.

Note on good writing: Good writing is dependent upon the following skills: good grammar, good
punctuation, good spelling, good handwriting. All teachers must set and demand high standards in all
of these areas, at the same time being sensitive to the needs of pupils with specific learning

difficulties.
Note on handwriting: Individuality in style is respected but all teachers must expect high standards.
Teaching and Learning Environment: Classroom Tidiness

Teachers employ many different approaches towards teaching at Moulsford and without wanting to
squash individual style, it is important to remember that the tidiness of the classrooms reflects
strongly on the school as a whole. A tidy school is a school that is respected by the children and

one which will be conducive to good learning.
A set of standards to which we must all adhere to:
General:

e Classrooms must be neat and tidy. This includes the teacher's desk, which should be orderly
and uncluttered.

e Bags, files and other belongings should be stored neatly and not strewn on the floor or on
top of lockers.
Board pens, erasers and remote controls for LCD panels should also be kept tidily.

e Displays should be pinned securely to the walls. Any torn displays should be repaired or
removed immediately.

e Text books, reference books and exercise books should be arranged tidily.



e If furniture or desks are in poor condition it is the responsibility of the classroom teacher
to alert the Bursar to this.

At the end of registration, a lesson, prep session or activity:

Children should always be taught to leave the room as they find it.
Any waste paper should be placed in the bins and not left on the floor.
All equipment - scissors, glue sticks, unused paper and the like - should be put away.

Chairs should always be placed neatly under the desks.

At the end of the teaching day staff should:

e Turn off computers, monitors and all other IT/AV equipment.
e Shut all windows, close the door and switch off the lights.

Lessons Outdoors
Lessons may take place outdoors where this is of benefit to the pupils’ learning.

Promoting study skills: Study skills should be encouraged by all subject and class teachers, within
the context of each subject. It is the responsibility of every teacher to address the issue. Study skills
include listening, reading, presentation, planning and target-setting, essay-writing and
question-answering, revision and exam technique, note-taking, research and library skills, evaluation.
Short practice activities in relation to a skill are a very valuable exercise. Children should also be

encouraged to assess their own abilities.

Promoting memory skills: Memory skills should also be taught across the curriculum as

memory training is an essential part of education. Examples of good practice include:

® Pre-Prep: singing maths tables, number bonds practice, poetry learning, chanting in rhythms,
word games, number memorisation (up to 6 digits), look-say-cover-write-check, writing in air
(whole-arm movements), computer games and other rote-learning.
Mathematics: further tables memorisation, computer programs, timed memory recall.
English: script-free recitation; mnemonic learning, e.g. parts of speech; spelling - word
families/patterns, spelling games.

e Languages: vocabulary learning (look-say-cover-write-check); mnemonics for conjugations and
declensions; picture mnemonics for prepositions; anagrams.

e Science: constant revision, checking-back preps, good writing-up procedures; constant
development of basic principles.

e Music: repetition; visual memorisation; oral memorisation; "clapping back” tunes.

Effective preparation of pupils for exams: Departments provide specific guidance on revision
and exam preparation. Revision programmes should be incorporated into programmes of study at
appropriate times (e.g. during the first half of the Summer term for C.E. candidates.) Form Heads
are to provide back-up and support. In many cases children think they are working hard but in fact

are not using their time effectively. Pupils may have the following:



a list of appropriate topics and concepts to learn;

well-organised notes and reference material;

a plan/timetable - little and often is better than lots occasionally;
guidance in making visual charts, using mnemonics and voice recorders;
guidance in learning vocab actively - how to revise in pairs or groups;

guidance on where best to revise and when best to revise.

Effective exam technique is very important in C.E., scholarship and other exams. Teachers should
give advice and practice in exam technique during lessons prior to exams. Particular guidance should

be given to pupils concerning:

e dividing their time sensibly, allocating appropriate lengths of time to each question and section
of the exam;

® accurate reading and understanding of questions and instructions;

e recognition of appropriate length and type of answer required;

e allowing time for checking through their work at the end of the exam and how to go about
doing this.

1.3 PRESENTATION OF WORK

We are all responsible for the language development of our pupils, and, although we may be more
interested in the content of a piece of work, we must always be aware of the importance of its
presentation. Tidy, accurate, well-planned, well-expressed work aids communication, displays care

and attention, and helps to create a good impression of the writer.

The following general principles underpin school policy on presentation and should act as a guide to

each subject department.

Handwriting Most important is that pupils can write clearly and at a satisfactory speed. Personal
style (assuming its appropriateness) is to be encouraged, although (where possible) pupils who print
should be encouraged to produce joined-up writing. Letters must be clearly formed and be written
on the line, not above or below. Pupils should write up to the margin and to the right hand edge of

the page.

Allowances must always be made for children receiving help from the Learning Support
Department: they may need longer to complete written tasks; we must be fully aware of their
spelling and handwriting difficulties; and we must use our professional judgement when we consider
how much and how often they should re-draft work. These pupils can be encouraged to make use
of word processors for work in all subjects; indeed the use of a ChromeBook for all work is in
some cases a recommendation of the Educational Psychologist's report. A list of such pupils in the

School is held by the Learning Support Department.

Drafting / Correcting Subject departments will have different expectations as to the extent of
drafting that needs to be done but, where appropriate, pupils should plan their work in rough

before attempting it in neat. Tippex or similar correcting fluid is not to be used; crossing-out should



be done neatly. The whole word (even if only one letter is wrong) should be crossed out, preferably

with a straight line, and rewritten.

Headings Pupils should put the title of the work at the top of the page. Each main word of the title
should begin with a capital letter and the title should be underlined with a ruler. The date should be
indicated to the left or right of the title and the pupil's name should be indicated to the other side,
unless the work is being done in an exercise book. A line or two should be left blank immediately
under the heading, to enable it to stand out clearly. If using an exercise book, sufficient space must
be left below a piece of work to enable the teacher to make comments and to ensure that work
does not become too cluttered. Untidy and poorly presented work is not acceptable and pupils
may be asked to repeat it if deemed necessary. Conversely, neat and well presented work should be

praised.

Presentation Guidelines

Every piece of work must have a date and a title - these must be underlined using a ruler.
The title or heading should be written on the next line down, not the same line as the date.
This should be in the centre.
Diagrams should be done in pencil. Labelling can be done in pen if so desired.
Up to Year 4, all pupils will work in pencil. During Year 4 all pupils will make the transition to
pen when their teacher feels it is appropriate. It is expected that by the beginning of Year 5 most
pupils will be working in pen.
ICT should be used as a learning tool to allow pupils to produce polished work.
If the presentation of a piece of work is unsatisfactory due to lack of thought, care or effort, it
should be repeated.

® When undertaking exercises that require numbering, the number should go in the margin and a
clear line should be left between each one.

1.4 MARKING POLICY
Marking of Pupils' Work

According to the 1985 White Paper Better Schools the constructive assessment of pupils' work has

four main purposes; these still hold good:

to provide pupils with an indication of their individual achievement and progress

to help the teacher identify areas of strength and weakness in learning and adjust subsequent
teaching in the light of this

to enable pupils to evaluate their own work and identify ways in which they can improve

to show others what standards of work have been reached

Fundamentally, marking is a response to a child's work. It is a dialogue between pupil and teacher. It
provides concrete evidence of the child's progress and ability and directly influences their sense of
learning and indeed their self-esteem. It values children's work. Good marking is not just a
mechanical routine but one of those special procedures that lies at the heart of the learning process

and is a potentially strong source of motivation for the child. It is a means of teaching understanding,



both when the work is returned and, importantly, when it is reviewed. It enables the teacher to

ascertain how the pupil is coping with the content and concepts being taught.

Good marking values a child's efforts, celebrates strengths and outlines areas of weakness. It

provides clear information for teacher and pupil to use as evidence for decisions about future work

and necessary follow-up.

Although most subject departments at Moulsford have their own marking policy, it is vital that all

staff realise that marking is important and that, when it is done, it is done thoughtfully and in

accordance with general principles outlined in this school policy.

With regard to all work, including exams and oral work, these general principles will include the

following:

Teachers should inform pupils about the criteria by which they are being assessed, e.g. factual
knowledge (recall), neatness, quality of ideas, etc. Marking should focus on these.

Pupils should be given time during lessons to respond to our marks, comments and corrections.
Assessment should always encourage improvement to occur.

Marking should be helpful, consistent, positive and diagnostic.

Ideally there should be occasional opportunities for cross-moderation within a department, so as
to ensure consistency in application of standards.

There is a need to point out where weaknesses lie. Does a pupil who gets 7/10 or a B know
what to do to get 8/10 or an A? A pupil is often not able to recognise weaknesses in his/her
work. Helpful comparison with another's work can often be of use.

Spelling errors should be marked and corrected in line with subject departmental policy.

Pupils should have a clear idea of the meaning of the marks and grades that they are awarded for
individual pieces of work and should be aware that the same criteria are being applied to the
marking of the work of each member of the class.

Pupils' self-assessment of their work is important. It is also often appropriate for pupils to
comment on each other's work, particularly in aesthetic subjects.

Work should be marked by the next lesson where possible, but always within a week or before
the next piece is handed in. (An exception to this would be in the case of a major project, which
would clearly need longer to mark and return.)

Work that is clearly lacking in effort, application and/or is poorly presented is not acceptable.
Such work should be done again within a reasonable period, allowing for the ability of the pupil,
the time of term and other factors, and should be marked immediately.

In our marking, unless the work is clearly below the standard expected, we should be positive,
generous with praise and confidence boosting. To this end, limited corrections are better than
destruction of effort; marks and comments are more constructive than giving none; positive
points are more helpful than negative. Only a few main weaknesses of a pupil's work should be
indicated, so as to avoid any risk of demoralising the pupil.

Positions (i.e. | Ith out of 16) in class-work or exams should not be published to pupils. Personal
exam marks or results are not to be displayed to other pupils.

Where marking includes comments, these comments must be legible and written in language
that the pupil can understand.

It is often useful to mark work in the presence of the pupil.



Marking of Pupils’ Work via Google Classroom

The school uses ‘G Suite for Education’ from Years 3 to 8. The use of these tools is encouraged
across all curriculum areas. It is not expected that teachers and pupils print out work completed on
the computer or iPad, to stick into exercise books. Many departments also use Google Classroom,
which enables teachers to give feedback digitally, and importantly also give pupils the opportunity to
comment on their own learning and work. This feedback is of equal importance to that written in

exercise books.
Book Checks

e The Assistant Head (Academic) and Heads of Department (HoDs) will carry out book checks
periodically.

e Usually, three year groups will be chosen. The subject teacher will be required to hand in three
copies of a file/exercise book for that year group/class. The three copies will be for one high
achiever, an average achiever and a below average achiever for each year/class.

® HoDs are expected to monitor the work in their department on a regular basis.

1.5 PREP

Prep is an occasion when pupils are expected to work on their own and to take responsibility for
their learning and organisation. However, the supervising teacher must judge whether to intervene
in those situations where it is considered appropriate or where it is clear that a pupil is genuinely

stuck or does not know what to do (see below).

If a teacher is supervising a prep that (s)he sets, (s)he may choose to teach the class if this is

considered more desirable than setting the prep.

Movement of pupils around the room should be minimal. If a pupil has a question, they should raise
their hand and the supervising teacher should ask them to come up quietly to the teacher's desk. If
a pupil has a difficulty with the prep, the teacher should try to resolve it. The teacher may need to
indicate on the pupil's work that this is the case, and subsequently report to the teacher who set

the prep.

If a pupil finishes prep before time the supervising teacher should check the prep to ensure it is
completed and sign his prep diary. The pupil should then revise, catch up on any other academic
work, or read a book. (Pupils should always have a novel or other suitable reading book 'on the go'.)

Rooms are to be tidied, windows closed, and the rooms checked before pupils are released.

In order for prep to be a successful and valuable learning experience there must be:

® an atmosphere conducive to good learning;

an appropriate and adequate 30-minute task set;

adequate resources, including one book per child;

a clear understanding of the task set and of the minimum and maximum expectations;

thorough preparation by teacher and pupils, who should make a written note of the prep task
set.



Children must be taught good learning skills appropriate to the task set (e.g. vocab learning.)

Children must feel that teachers value their prep and will mark it and return it.
Prep Timetable / Schedule

In Year 6, 7 and 8, 30-minute preps are set throughout the week. Pupils are also expected to read
every night. Years 3, 4 and 5 are expected to read and practise their times tables regularly. There

are also weekly English and Maths prep groups and Year 5 have a prep rota.
Touch Typing

Pupils are expected to do at least |5 minutes practice per week; they will have been issued with an
account name and password to log in to their touch typing account. It is the Form Head’s

responsibility to check that it has been done.
Evening prep runs from 4:15 to 5:00 pm.

If a pupil misses a prep session, perhaps because of an away match, he is obliged to finish the work
in his own time. Teachers should, however, be prepared to give a reasonable extension to the

deadline for the submission of the work.
The scheduled prep(s) must be set on the allocated day.

1.6 PUPIL SELF-ASSESSMENT

To motivate the pupils at Moulsford and to make them more involved in the learning process they
should be given every opportunity to evaluate their work. To encourage this process pupils should
be given adequate time to consider the meaning and purpose of the activities they are engaged in.

Time should also be given wherever possible to discuss individually their progress and achievement.
Opportunities for involving the children in their own learning include:

e evaluation of activities when child self-assesses in given situations;
e target/ goal setting (e.g. with tutor).

1.7 COMMENDATIONS

The award of a commendation is a well-established tradition at Moulsford. It provides an

opportunity for staff to give a regular 'pat on the back' to deserving pupils.

Most of the commendations are awarded for effort but a piece of work that is completed to a high

standard may also earn a commendation.
Procedure for awarding commendations using the computer network

Commendations are entered into iSAMS by subject teachers of all subjects including Learning

Support lessons.



1.8 STAFF ABSENCE: LESSON COVERAGE AND SETTING OF WORK

It is inevitable that few days will pass at Moulsford without at least one member of staff being away.
It is important that the pupils' education is not compromised when lessons cannot be taken by the
regular staff. To minimise disruption to pupils' education and school routine, the following

procedures must be followed:

e In the event of (unforeseen) staff absence owing to illness or emergency, the Deputy Head or
Assistant Heads must be informed no later than 7.30 am.

e In the event of (foreseen) staff absence owing to professional or personal commitments, the
Deputy Head or Assistant Heads must be informed as much in advance as possible. (Such
absences must have the assent of the Headmaster.) Clear details of the work set and class/pupils
involved should be given to all members of staff covering the lessons.

e Care must be taken by the teacher as to the nature of the work set (e.g. in Science practical
work must not be set unless covered by a Science specialist). Staff should also be prepared to
assist pupils who are genuinely stuck or need help.

e The cover list is emailed to staff and posted in the Staff Room.

1.9 PUPIL CONCERNS

The Deputy Head or Assistant Head (Academic) manages a regularly updated list of pupils who, as a
result of our assessment procedures and reports, are giving cause for concern, particularly in regard

to their likely success or otherwise in achieving a place at their chosen destination school.
The Head of Learning Support manages the list of pupils who receive Learning Support.
1.10 HOLIDAY WORK

The school day at Moulsford is long and full and pupils are kept busy in and out of the classroom.
Many are tired by the end of term and need a rest during the holidays. We prefer that pupils use the
holidays to relax and pursue other interests. There is, however, a slight difference of emphasis when

it comes to final year CE and Scholarship pupils.
Pupils in Year 8

Ideally, these pupils should have a break from school work. Clearly, however, particularly in the
Easter holiday, and to an extent in the Christmas holiday, there will be felt the need for revision
programmes (at least) to be followed in many cases. Teachers must ensure that pupils know what is

required and that the work / revision set is properly coordinated for each pupil.
Pupils in Year 7 and below

It is not desirable for these pupils to go home with compulsory holiday work. Although reading

should be encouraged!
Revision

e Learning and revision must be active. Going through practice questions or being tested are two



good ways of learning.

The system of LOOK-SAY-COVER-WRITE-CHECK is a good means of revising vocabulary and
much other factual information.

Specific tasks should be set for learning/revision sessions. Goal-oriented work is much more
likely to be successful than time-oriented work, e.g. "By the end of 20 minutes | am going to
make sure | could answer any CE question on the Great Plague," is better than "I am going to
spend 20 minutes revising History notes."

No one-subject should be studied for too long - the actual learning that takes place declines
rapidly after 20/30 minutes of one topic. Five minutes of vocab learning per day, with an
end-of-week test by a parent, is far more productive than 30 minutes of vocab once a week.
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Curriculum Policy, Section 2: The Moulsford Curriculum

This policy is inclusive of all pupils in the school including those in the Early Years Foundation Stage

Reviewed: September 2024
Reviewed by: T Squire

2.1 MOULSFORD YEAR STRUCTURE

Moulsford is a preparatory school providing education for children aged 4-13, that is National

Curriculum years Reception to Year 8, inclusive.
2.2 DIFFERENTIATION

The 1997 White Paper Excellence in Schools states: “A modern education service must be capable
of stretching the most able, providing support for those who need it most while continuing to
challenge all pupils' This very much underpins our policy at Moulsford. 'Differentiation’ is the
collective term used to describe the school's methods of meeting the varied educational needs of
its pupils. It includes not only setting and streaming, but also in-class differentiation methods, e.g.

graded worksheets.

Pre-Prep has a one- or two-form intake. Years 3-8 at Moulsford generally have a two or three-form
intake and classes are streamed for English but set for Maths. From Year 7, an additional form is

created for potential scholars.
2.3 EQUAL OPPORTUNITIES IN THE CURRICULUM
The school is committed to the principle of equal opportunity.

l. All pupils from Reception to Year 5 will study French. In Years 6-8, the top form will study
Latin and the pupils in core forms will be given extra English lessons. Occasionally, a pupil
with special educational needs will not study a MFL.

2. Wherever possible, all children's academic needs are met within the normal timetabled
curriculum. However, some children benefit from receiving extra individual tuition. This may
mean that they miss some lessons. Children with individual paid music lessons may also miss

lessons on a termly-rotation basis.
2.4 ALLOCATION OF PUPILS TO CLASSES

New children are placed in the form and sets that are most likely to meet their educational needs,

based on the information available to us.



Towards the end of the academic year, pupils already in the school are allocated to classes for the
subsequent academic year. Performance in classwork, exams and PIPS, INCAS and MidYIS informs

discussion and helps decisions.

Year 3 Based predominantly on tests taken in English and Maths on ‘New Pupils’ assessment

morning.

Year 6 Streamed according to formal and informal assessments, CAT data and teacher judgement —

the Head of Year 5 has a big influence on this process.
Year 7 Based on discussions in specific staff meetings and final Year 6 exam and term marks.

2.5 FORM PLACEMENT

We go to very great lengths to ensure that pupils are placed in the form that is most appropriate to
their needs. It is therefore rare that a change needs to be made once that decision has been

reached. However, if a change is desirable, it should be made as soon as possible.

There is sometimes a need to review the placement of new children because there has often been

less evidence on which to base our decision as to their initial placement.

English teachers will be the main interested parties. Mention of such children at the appropriate

staff meeting and a decision will be made as to the desirability for a change.

When a change in form is proposed, the Deputy Head or Assistant Head (Academic) should seek
the approval of the parents. On gaining their agreement to the move, the Deputy Head or Assistant
Head (Academic) should inform the child.

Set Placement

Changes to Maths sets are discussed and effected departmentally. The Deputy Head or Assistant
Head (Academic) must be kept informed and, as above, the HoD should tell both the child and the

parents in the event of a change being made.
2.6 THE CURRICULUM: LESSON ALLOCATION BY YEAR
Reception to Year 2

The school day starts at 8.30am with Registration and finishes at 3.30pm. It comprises ten

30-minute academic periods. There are activities that run from 3.30-4.15pm.
Year 3 to Year 8

The school day starts at 8.30am with Registration and finishes at 4.00pm. It comprises ten

30-minute academic periods.



Academic (Examinable) Subjects

Year | English | Maths | Science | French | Geograph | History RS Lat/Spa
y

R 0

| 0

2 0

3 12 10 2 2 3 0

4 Il 9 3 2 3 0

5 8 10 4 2 4 0

6 6 6 4 4 6 4

7 6 6 6 4 6 4 (Scholars —
3)

8 6 7 6 4 6 4 (Scholars - 5)

Non-Academic Subjects

Year Art DT ICT Drama Music PE Games LFL

R

I

2

3 2 2 2 3 (Performing Arts) 2 8 |
4 2 2 2 3 (Performing Arts) 2 8 |
5 2 2 2 2 2 2 8 |
6 2 2 2 2 2 2 8 |
7 4 2 2 8 |
8 4 2 8 |

The Curriculum: Content and Skills

See individual subject department handbooks.

2.8 OPPORTUNITIES OUTSIDE THE ACADEMIC TIMETABLE
Music at Moulsford

At Moulsford children learn a variety of instruments: strings, woodwind, brass, percussion, classical
guitar and piano. Currently there are |1 visiting instrumental teachers, and one full-time and one
part-time member of staff in the Music Department. Class music is taught throughout the school as
part of the main curriculum. There are two choirs, an orchestra, a brass ensemble and string

ensemble.

Performing opportunities are possible in regular performance days, formal and informal concerts,

specific assemblies and class music.



The school has an enviable record of Associated Board, Trinity College and Guildhall music exam
successes. Talented pupils are entered for Music Scholarships. In recent years, pupils have gained

music awards to Abingdon, Radley, Bradfield, Pangbourne and Magdalen.
Activity Programme

Moulsford has an extensive after school Activity Programme, which offers a large variety of
activities to pupils throughout the school. Pupils are encouraged to try different things and to avoid

gender stereotyping certain activities.
Other Regular Aspects of the Curriculum

® Years 6, 7 and 8 assembly on a Monday

® Years 3, 4 and 5 assembly on a Tuesday

® Whole-school assembly on a Thursday

e A House assembly or form assembly on a Thursday

e 45 minute evening prep period every day

® Wednesday and Saturday afternoon matches for Years 5-8

e Tuesday and Thursday matches for Years 3 and 4
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Curriculum Policy, Section 3: Assessment and Examinations

This policy is inclusive of all pupils in the school including those in the Early Years Foundation Stage

Reviewed: September 2024
Reviewed by: T Squire

3.1 ASSESSMENT POLICY

'With the implementation of the National Curriculum, assessment has become very much
concerned with describing what pupils can do. However, when teachers become involved in
assessment, they discover that it is the doorway to good teaching practice and the mystery of
learning. The real assessment questions are not just to do with what pupils learn, but why, how,
when and where they learn. At the heart of assessment is the search for meaning'. (David Hanson,

Chief Executive, IAPS - foreword to A Policy for Schools)

Assessment is the process by which pupils and teachers gain insight into learning. It is distinct from
recording, which involves selecting and retaining what is significant in learning and reporting, which
involves informing others about learning. These three key areas are, however, interdependent and

effective and efficient formats must be found for assessment to feed recording and in turn reporting.

Assessment has been described as 'a window into learning'. The larger the window is, the more
opportunities there will be to reveal pupils' learning and understanding. An over-reliance on any one
form of assessment is not only unreliable but it also risks not allowing children to show what they

know and can do.
Aims

To have formative, diagnostic and summative procedures in place which:

allow a broad and balanced curriculum to be delivered;

e provide accurate profiles of children's attainment, which identify their strengths and
weaknesses across the curriculum;

e  give children familiarity with formal exam situations that they will meet in CE and beyond;

e will allow children to show what they know, understand and can do;

e do not place an over-reliance on internal exams, which can be frail and unreliable assessment
tools;

e provide nationally standardised data, that can be used to measure effectiveness of teaching and
learning;

e provide detailed information on individual children, which can be used to inform our teaching,

and our reporting to parents and future schools;



The Purpose of Assessment
Assessment has a number of specific functions:

e to focus on what a pupil can or cannot do (diagnostic);
e to decide what the pupil is to do next (formative);
® to sum up a pupil's progress so far, in order to inform all interested parties (summative);

exams, for example, fulfil this function.
Assessment can be:

e norm-referenced when performance is measured against others (e.g. BASE PIPS, InCAS,
MidYIS);

e criterion- referenced when performance is related to one or more specific attainment targets,
as in the National Curriculum (i.e. looking at what a child can actually do);

e ipsative- referenced where an individual's performance is compared with his/her previous
performance (e.g. setting targets and comparing an individual's performance over a period of

time).

The teacher needs to be clear about what kind of assessment is taking place - for what purpose and
by what means. In addition, wherever possible, the objectives of a task and the criteria for

assessment should be made clear to students.

Teacher assessment is part of everyday teaching and learning in the classroom. Teachers discuss
with pupils, guide their work, ask and answer questions, observe, help, encourage and challenge. In
addition, they mark and review work. Through these activities they continually find out about pupils'
capabilities and achievements: knowledge which informs future plans. This is a continuous process
planned for throughout the syllabus. It should not be seen as a separate activity necessarily requiring
tests. When testing does occur it is vital that there is follow-up so that the teacher(s) can be

informed of any child's individual needs.
All teachers should be planning to:

® decide on a focus - select a limited number of key learning objectives from a unit of
coursework, agree some criteria for assessing them for which they will be able to collect
evidence of attainment;

e collect evidence - give pupils (not necessarily all) opportunity to work on an activity that will
provide evidence of their achievement;

e discuss the evidence - using knowledge of the pupils and the context of the activity and the
samples of evidence, for assessing achievement in this area;

e make judgements - discuss and work towards common agreement of the standards of

attainment demonstrated in the samples of evidence available.



The assessment policy reflects the general school aims and objectives and should be considered in

association with these.
Assessment Techniques/ Differentiation

At Moulsford we have a wide range of pupils' abilities within our classes. Our pupils as individuals
have different learning needs. To allow each pupil the best opportunity to show what they know,
understand or can do, pupils need a wide range of contexts in which to operate. It is important that
the assessment strategies used by the teacher reflect the nature of the activity in which the pupil is

engaged. The use of only one strategy can act as a constraint and should be avoided.

It is worth remembering that it is not the pupils whom we assess but the evidence of learning that
they provide. The wider the range of evidence we seek, the greater the range of achievements

revealed. Evidence may come in the following forms:

e Direct Evidence
o Written - rough notes, reports, poems, computer print outs
o Graphic - diagrams, drawings, charts, photographs
o 3D - models, sculpture, construction
o Oral - discussion, presentation, spontaneous, planned
o Physical - coordination, manipulative skills, spatial awareness
e Contextual Evidence
o May include observation notes in teachers' plans, pupil self-assessment sheets, mark
books/record books. This evidence may be collected through focused observation,

discussion with a pupil, setting tasks and then viewing the finished piece of work.
3.2 EXAMINATIONS AND CROSS-YEAR TESTS - SCHEDULE

All assessment is the responsibility of the Head of Department of each subject. However, changes in
the policy, timing and type of assessment should be in consultation with the Deputy Head or

Assistant Head (Academic).

The following table gives a summary of the examinations, recording and reporting of results for
each of the year groups in the school. Further details of the examination and test papers for each

year group follow this table.

Formal exams take place at a time given on an examination timetable; cross-year tests take place in

normal lesson time (Autumn term).



Assessment Schedule

Autumn Term

Results on Google Docs

Results given to

A . Results reported
ssessmen
Academic data children? to parents?
Y8 Exams Yes Yes Yes
Y7 Exams Yes Yes Yes
Y2 into Y3 | Assessment Morning Yes No No
Y7-8 MidYIS Yes No No
Y2-6 InCAS Yes No No
R PIPS (baseline) Yes No No
Spring Term
Results on Google Docs Results given to | Results reported to
Assessment ) .
Academic data children? parents?
Y8 Exams Yes Yes Yes
Summer Term
Results on Google Docs Results given to Results reported
Assessment ) .
Academic data children? to parents?
Y8 Exams Yes Yes Yes
Y3-7 Exams Yes Yes Yes
R PIPS (baseline) Yes No No




School Exam Schedule

Year Group Autumn Summer

Year 3 Informal tests English, Maths, Science

Year 4 Informal tests English, Maths, French, Science, History,
Geography

Year 5 Informal tests Full

Year 6 Informal tests Full

Full, General Paper (Potential

Year 7 Scholars) Full, General Paper (Scholars)
Year 8 Full, General Paper (Scholars) Spring Common Entrance Trials
Year 8

Year 8 take CE trials in November and February (with Common Entrance in June).

Scholars take trial scholarships in November. Children sit their scholarships at the time published by
their respective schools. Past papers are ordered by the Deputy Head (Academic) and accessible

through the ISEB portal.
3.3 CEM TESTS
The tests are computer marked and give overall raw scores and standard-age scores.

They can also be ipsatively referenced as they are standardised according to pupils' age, so
comparisons of an individual's performance and progress can be made from year to year. They
provide useful data to compare standards at Moulsford over successive years. Further information

relating to the interpretation of test results is available in the relevant handbooks.

All CEM assessments are computer delivered and adaptive; this essentially means that the
programme reacts to correct and incorrect answers. The assessments are divided into a series of
sections and within each section the questions get progressively harder. When a child starts to get
questions wrong within a particular section they are automatically moved on to the next. In this way
they are extended in order to determine what they can do, but without the presentation of too

much overly difficult content.

The scores obtained on these tests provide valuable additional information when decisions come to
be made over the placing of a pupil within the school, particularly with regard to new children. It
must be emphasised that the tests are regarded as additional information and not as the

determining factor in placing children. Staff must recognise that, although CEM results may help to



provide a profile of a pupil's ability, the results cannot be considered fully reliable as there is a 20%

margin of error.

Certain CEM results may be forwarded to receiving schools to support evidence of pupils'

attainment.
CEM Tests and Procedure

The Deputy Head sets up the database on the system for integration into the CEM tests and
organises a programme to be followed on the allotted ‘CEM day’. The Deputy Head is also

responsible for the administration of the feedback and data spreadsheet.
In Reception, the PIPS On-Entry Baseline Assessment is administered on a one-to-one basis.

Children are assessed within the first eight weeks of school. The test is administered twice, once in

September and once at end of their first year, in order to get a clear measure of progress.

At the end of Year I, PIPS is again carried out to gain a clear measure of progress between

Reception and Year |.

From Year 2 to Year 6, the pupils are tested using INCAS. Reading, mathematics and developed
ability are assessed. Comparisons against norms will provide information on how pupils are

performing against a large, UK-based, sample (and against other independent schools involved).

MidYIS are nationally standardised curriculum-free measures of ability. Year 7 and 8 pupils are
assessed in non-curriculum related mathematics, vocabulary and non-verbal ability. These measures
combine to provide a measure of ability, which is used to predict performance at the next key

outcome e.g. GCSE, A level and IB.
3.4 USE OF THE CEM DATA
Pips Baseline: On entry and end of the Reception year

e Tracking progress in Maths, Reading, Phonics and PSHE

e ldentifying those who require closer scrutiny for possible early intervention by the Learning
Support Department

e Triggered by Record of Concern, Learning Support Department refers to CEM data as
preliminary investigation

e Aid to discussion during pupil review staff meetings
ePips: Year | - June

e |dentifying those who require closer scrutiny for possible early intervention by the Learning

Support Department



e Triggered by Record of Concern, Learning Support Department refers to CEM data as
preliminary investigation

® Informing class teacher expectations, which in turn informs planning

e Aid to discussion during pupil review staff meetings

e Aid to identifying Able, Gifted and Talented pupils
INCAS: Year 2 to Year 6 - September

e  Tracking progress (longitudinal graph in Reading and General Maths)

® Measurement of Developed Ability- adds to academic profile when individual pupils are being
reviewed

e Identifying those who require closer scrutiny for possible intervention by the Learning Support
Department

e Triggered by Record of Concern, Learning Support Department refers to CEM data as
preliminary investigation

e Informing subject teacher expectations, which in turn informs planning

®  Use in Senior School Pre-Test forms

e  Advising parents regarding suitability for senior schools

e Comparison with internal exams and assessments

e Assessment of the ability of year group in general; informs planning e.g. with setting/ streaming

e Aid to discussion during pupil review staff meetings

e Referred to during in-house Specialist Teacher Assessments

e Aid to identifying Able, Gifted and Talented pupils
MidYIS

e |dentifying those who require closer scrutiny for possible intervention by the Learning Support
Department

e Triggered by Record of Concern, Learning Support Department refers to CEM data as
preliminary investigation

e Informing subject teacher expectations, which in turn informs planning

®  Use in Senior School Pre-Test forms

e  Advising parents regarding suitability for senior schools

e  Comparison with internal exams and assessments

e Aid to discussion during pupil review staff meetings

e Referred to during in-house Specialist Teacher Assessments
3.5 ADMINISTRATION OF INTERNAL EXAMINATIONS

The first draft of the exam timetable showing the timings of each exam should be submitted to
HoDs and SMT four weeks before the exams. The second draft, giving more detailed timings and

staff commitments, should be published at least a fortnight in advance of the exams and any



organisational details discussed at the Monday staff meeting prior to the exams. Staff must check to
see if their invigilation does not clash with any other commitment. HoDs should check for correct

duration of papers etc.
Final copies of the timetable should be published to staff, pupils and posted on the website.

Exams and cross year tests should aim to cater for the broad range of ability - stretching the more

able yet allowing access to the less able. A target for year average should be between 45 - 55%.
3.6 EXTERNAL EXAMINATIONS

Subject teachers are kept informed of the requirements of the various external examinations by the
Heads of Department, and this is reflected in the curriculum documents and schemes of work used
throughout the school. Pupils are acquainted in advance with format and demands of their exit
examinations through practice papers taken during the course of the term and in trial examinations.

Tutors also monitor their tutees' progress.
Common Entrance

CE exams are taken in June by pupils who will be 13+ on entry to their senior schools in the

following September.
Academic Scholarships
Examinations take place in either the Autumn or Summer term.

The |.S.E.B. oversees a Common Academic Scholarship Examination, which an increasing number of

schools use, in the Autumn or Summer term.
Art, Music, Sport, Technology and All-Rounder Scholarships

Many senior schools offer awards to pupils who show strength in one or more areas of the broader
curriculum. (Candidates are expected to perform satisfactorily in the academic scholarship or in the

CE examination.)
Details of scholarships available can be found on individual school websites.

It is the responsibility of subject teachers to ensure that they know the individual requirements of
the schools for which pupils are taking exams. The Deputy Head (Academic) will be able to assist

where there is doubt.



3.7 EXAMINATION APPLICATION AND LEAVERS REPORTS
Examination Application
Common Entrance

Moulsford enters all candidates for the 13+ Common Entrance examination in the Summer term
for Maths, English and Science. They are entered for this through the ISEB website and an
examination fee, which is charged to the parents on their school bill, is payable to ISEB. The

deadline for the Summer term entry is Ist March.
Scholarships

Senior school academic, art, drama and all-rounder entrance scholarship examinations take place in

the Autumn or Summer terms.

In general, the deadline for Autumn term scholarship entries comes at the end of January or the
beginning of February, about three weeks before the examination. The deadline for Summer term

scholarship entries is usually at the beginning of our Summer term.

It is imperative that the Headteacher. Deputy Head, Director of Music and parents are aware of the
deadlines for the submission of these application forms.

It is ultimately the parents' responsibility to ensure that entry forms have been submitted to the

senior school. However. most parents are unfamiliar with the procedures and the Headteacher and
Deputy Head must keep in close contact with parents and check that they have received and filled

in the entry form. Some forms should be sent directly to the senior school, sometimes with a birth
certificate, whilst others must be sent to Moulsford for input from the Headteacher/Deputy Head
(Academic)/Form Head.

The Headteacher's report and where appropriate, an Educational Psychologist’s report remain of

paramount importance and are of course mandatory.
3.8 REVISION FOR CE AND OTHER EXAMS

All our pupils take two sets of formal (internal) exams in their last year at Moulsford and one set of
formal (internal) exams in each of the previous two years. Almost all our pupils take exit exams in
order to proceed to their next schools. The period leading up to Common Entrance is an anxious
and stressful time for many of our pupils. The following notes are designed to guide staff and pupils
in the practice of effective and worthwhile revision. Whilst these comments relate specifically to
Common Entrance, the principles apply to all exams and should be taken as forming our school

policy on revision.



Ethos/Organisation

Revision of 2-4 years' work is an ongoing process and cannot effectively be done in free time close
to CE. It should be part of the curriculum and subject departments should endeavour, where
appropriate, to build a systematic revision programme into their lessons and preps over the six

weeks leading to CE.

We should assume that children do little or no revision on their own and plan our work
accordingly. Any revision that the children actually do will therefore be a bonus. Having said that,
most would agree that children should be prepared to work outside class in preparation for CE, but
it is important that this is guided if it is to be of educational value. Planning of lessons and preps
should ensure that children will achieve their potential in CE. Clearly, we can encourage children to

aim beyond this but we must not unduly pressurise them.

Children of this age need to be taught how to revise for exams. Subject teachers must provide

specific guidance on revision and exam preparation.

It is acknowledged that different subjects lend themselves to different methods of revision. However

the following points should apply across the range of subject areas:

e Learning and revision must be active not passive. Gazing at a sheet of notes is of little value.
Going through practice questions or testing a friend are two good ways of learning.

® The system of LOOK-SAY-COVER-WRITE-CHECK is a good means of revising vocabulary and
much other factual information.

e  Specific tasks should be set for learning/revision sessions. Goal-oriented work is much more
likely to be successful that time-oriented work.

e No one subject should be studied for too long - the actual learning that takes place declines

rapidly after 20/30 minutes of one topic.
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Curriculum Policy, Section 4: Record Keeping

This policy is inclusive of all pupils in the school including those in the Early Years Foundation Stage

Reviewed: September 2024
Reviewed by: T Squire

4.1 ENTRANTS' BACKGROUND; PUPIL PROFILES; TEST AND EXAMINATION
RESULTS; ASSESSMENTS AND END-OF-TERM REPORTS; LEAVERS' REFERENCES

The primary purpose of record-keeping should be to guide the teacher through children's
attainment. Record-keeping is also part of the monitoring process that helps to evaluate how well
the curriculum is being delivered. It is also essential as a formative tool to help guide the teacher

towards the child's next stages of learning and progress.

All teachers at Moulsford are expected to keep records of the work undertaken by the children
they teach. To be effective, these records need to be detailed enough to enable judgments to be
made as to the children's progress and attainment. But they also must be comprehensive, accessible
and relatively easy to administer. The school computer network contains background information

for pupils, all term and examination marks, and SEND information.

The school maintains on its database a record of concern of all pupils. This contains a log of all

issues raised by members of staff regarding that child — academic and social.

The following chart outlines staff responsibilities and timing of the transfer of information on to

pupil profiles.

As you will see, many significant events are entered centrally but tutors must make regular updates
to those indicated. (There is some overlap with a few of these headings — it does not matter which

one is chosen as all the information will be displayed under the same significant events category.)



4.2 MANAGEMENT INFORMATION SYSTEMS - iSAMS

Ti f transfer t
Category Item of information |Staff i/c update Ime of transier to
database (or update)

Name, Form, DoB,

P I Admission date, Leavi Terml
er's?na m|55|on‘ a 'e eaving Registrar / Heads PA ermly
Details date, Destination,
Honours
CEM scores PIPS, InCAS, MidYIS Deputy Head (Academic) [ Autumn Term
Spelling &
pefiing HoE
Reading scores
Trial CE, Int | school
Exam results ra nternal schoo Individual subject teachers| Nov, Mar, June

exams

CE/ Scholarship

Deputy Head (Academic) | End of the summer term
results

EN date,
SEN Data S asse.ssment ?te SENCO Autumn term
IEPs and interventions

Medical Matron / Secretary

Record of concern All staff

End of term reports (individual subjects and tutor reports) are written and stored in the school’s
Management Information System (iSAMS). As previously mentioned, a leaver's report is drafted by
the tutor of each child leaving the school; this is completed by the Headmaster before being

submitted to senior schools as a reference.
4.3 RETENTION OF PUPILS' WORK

The right balance needs to be obtained between storing more material than is necessary, allowing
pupils to keep their work and retaining work as one of a number of means of showing evidence of a
child's academic progress. The following points underpin each subject department's policy on

retention of pupils' work:

e Relevant items of the previous year's work should be kept up to the end of the Autumn Term of
the new academic year, to help the new teacher's assessment of progress and to help ensure a
seamless transition from one key stage or phase to the next.

e It is up to individual subject departments to determine what should subsequently be retained; in
some subjects it is important that pupils retain notes, essays etc for later revision purposes.

e Exemplars of work of an upper, a middle and a lower ability pupil in each year group should be

kept for comparison, assessment and moderation purposes.
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Curriculum Policy, Section 5: Reporting to Parents

This policy is inclusive of all pupils in the school including those in the Early Years Foundation Stage

Reviewed: September 2024
Reviewed by: T Squire

5.1 GRADES FOR ATTAINMENT, PROGRESS AND EFFORT (APE)

Attainment, progress and effort grades for examinable subjects are awarded to pupils in Year 3 to
Year 8 in the Autumn and Summer half term on their Half Term Progress Report. Non-examinable
subjects enter progress and effort grades only. The assessments are made against criteria that are
sent to parents. Teachers must be prepared to use the full range of criteria. The assessments are

based on the child's attainment within his year group.

Assessment Criteria

Attainment Emerging, Working Towards, Expected, Working Just Above, Exceeding
Progress Concern, Below Expected, Expected, Exceeding

Effort Unsatisfactory, Satisfactory, Good, Excellent

5.2 END-OF-TERM REPORTING PROCEDURES

At the end of the Autumn and Summer terms full reports are written for all pupils in all examinable
and non-examinable subjects. Report templates are set up in the school’s Management Information
System (iSAMS) and are either written directly into iSAMS or onto an Excel spreadsheet, then

uploaded. Deadlines for reports are discussed and published and must be adhered to.

At the end of the Spring term full reports are written for Year 8 pupils (as above). For Reception to
Year 7, shorter HTPR style reports are produced, which include APE grades and a Form Head’s and

Headmaster’s comment.
Subject Reports

Rationale: Formal reports to parents are written for reasons that include: informing parents of their
child's progress and in so doing covering as many aspects as possible of the child's performance,
highlighting strengths and weaknesses; prompting a dialogue between the school and the parents
(and between the parents and the child); emphasising the importance of the work being done;

fostering parental confidence in the school.

Guidelines: (N.B. Not all of these apply to Spring term short reports.)



Subject reports may include a summary of the topics studied during the term (this should be
presented concisely either in sentences or in note form) as well as a constructive, full and useful
comment on the pupil's response to what has been studied and advice given as to how
improvement can be effected. The Assessment Criteria boxes provide a focus for the subject

teacher as well as imparting useful information to parents.

The subject report should give the assurance to parents that the teacher knows and cares for their
child. The Form Heads and Headmaster read all subject reports; subject teachers must be prepared
to amend or add to any report that does not meet the criteria outlined below. All reports must be

typed using good, clear, accurate English.

e A report should be both summative and formative: it should review the work of the term just
ended in the form of comment and it should look forward in a positive way to the term that
follows in the form of constructive advice.

® The summative element of the report should draw upon the teacher's records and the evidence
of learning. In examinable subjects it should give the parent an indication of how the child's
achievements compare with his/her year group/teaching group as appropriate.

e The formative element of the report might include advice on what the child needs to  do to
improve in some aspect(s) of his/her learning/written work/attitude etc, the setting of realistic
and  achievable targets, strategies to be adopted, recommendations for
reading/revision/consolidation, and indications as to the next stage in the learning process.

e 'Formative' remarks (advice, setting of targets, etc.) made one term should be commented upon
the following term. Parents will want to see if targets have been met and advice heeded. To this
end, copies of subject reports are stored on the network. Whilst accuracy and objectivity
should not be compromised, a report should be constructive and as far as possible positive (it
can often be a timely morale-booster for the child). A report should never be damning.

e The style in which a report is written is very important: a report should be fluently expressed
and full sentences should be used. Spelling, punctuation and grammar should be faultless.
Subject names must be capitalised (e.g. Science, Drama).

e Information used in reports should be reliable, thorough, unambiguous and clearly expressed.

e Subject teachers should read carefully through their reports to ensure that what the report says

is accurate and exactly what it intended to say.
Form Head Responsibilities

The Form Head collates and reads through all the reports checking carefully for accuracy of spelling
(particularly proper names) and grammar, as well as completeness, correcting any errors or

requesting inadequacies be rectified. S/he then writes a report consisting of:

e an assessment of general academic achievement and progress, based on subject reports,
assessments and personal knowledge;

e a comment based on information received from games coaches;



e hobbies, interests, and general activities, based on personal knowledge and records of
achievement;
e general character, qualities and any particular incident(s) by which the individual has

distinguished himself for good or bad.

The Deputy Head or Assistant Head (Academic) publishes deadlines for the submission of exam
results, term marks and all aspects of the report-writing process. Staggered deadlines for Form
Head reports take into account other commitments. An up-to-date list of pupils requiring duplicate

reports is published.
Reports are kept on the school computer network and are accessible to all teaching staff.

5.3 PARENTS EVENINGS

In addition to the information given to parents through our assessment and reporting procedures,
through Form Head contact and through other teacher contact, there is an opportunity once a year

for formal parent/teacher discussion.

All subject teachers and Form Heads of pupils of the year group to whom the meeting relates must

be present.

If further time is needed, another appointment can be arranged. Pupils do not attend these
meetings; if a member of staff or a parent requests that the child be present, an ad hoc meeting
should be convened. The exception to this is Year 8, when pupils are invited to attend with their

parents.
Preparation for Parent Meetings

In many cases this is the only time during the year that teachers meet a child's parents and it is

essential to be well informed and aware of each child's individual circumstances.

It is vital to prepare thoroughly for Parent Meetings; parents will feel confident that teachers know

their child and are aware of their strengths and any areas of concern.

The following guidance should provide the background information necessary and should help to

ensure that the meeting runs smoothly.

e Make a final check on future schools for each child, particularly Year 8.

e |t is useful to have the child's assessments, marks for the term, previous term's exam result,
cumulative results, previous term's report, and the set each child was in during the previous
year (and who taught the child).

o Read again the most recent IEPs from the Learning Support Department to reassure yourself
that you are putting into effect their recommendations and suggested strategies.

e Check the Record of Concern (RoC)



Look through each child's book to familiarise yourself with the main points that need to be
addressed. Again it may help to make brief notes about each child, which may be used for
discussion and can also form the basis of any future report; ensure there are no contradictions.

It is often helpful to have children's books/work to hand.
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Curriculum Policy, Section 6: Learning Difficulties and Disabilities

This policy is inclusive of all pupils in the school including those in the Early Years Foundation Stage

Reviewed: September 2024
Reviewed by: T Squire

Please refer to the following policies, which cover Learning Difficulties and Disabilities:

e SEND Policy

e Accessibility Plan

e Equal Opportunities Policy
e EAL Policy
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Curriculum Policy, Section 7: Highly Able Children and Scholars

Please refer to ‘Highly Able Policy’.
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Curriculum Policy, Section 8: Staff Development

This policy is inclusive of all pupils in the school including those in the Early Years Foundation Stage

Reviewed: September 2024
Reviewed by: T Squire

8.1 POLICY

Staff development is a vital part of the school's work. It helps the school to provide the best
possible service to our pupils and it assists staff in achieving maximum satisfaction in carrying out
their work. A proper and systematic process of induction is vital if new staff are to settle in quickly,

confidently and successfully. The Moulsford staff development scheme consists of:

e a comprehensive Induction Programme
e ECT Induction Programme following national criteria and procedures - regular INSET days
e support for out-of-school training

e formal staff professional development (Staff Reviews)
8.2 INDUCTION
Selection

Induction begins with the selection process. For a successful appointment to be made all applicants
must have a clear understanding of the nature of the school and of the post advertised. Interviews
should be structured and planned to ensure that short-listed candidates receive as much
information about the school and the job as the school receives about them. Once a decision has
been made the letter of appointment should state clearly and fully not only the terms and
conditions of work but also the school's expectations of the appointee. A complete job description

should be attached.
Responsibilities

The SLT hold overall responsibility for staff induction and act as supervisors of new staff. In addition,
a mentor and a buddy (known as the Induction Tutor in the case of an Early Careers Teacher
(ECT)) are appointed for each new staff member. The mentor will be the appointee's Head of
Department. If the appointee is a Head of Department the mentor will be a senior staff member.
The buddy will be a colleague who is able to provide a sympathetic ear and general support. (S)he
will often be from the same department and will be au fait with procedures in those areas in which

the appointee will be working.



Pre-Arrival

If at all possible, the appointee should visit the school in the term prior to commencement of duties
for a structured induction day. The day's programme should include detailed meetings with the
Head of Department and, if applicable, the person whom the appointee is replacing. It should also
include a tour of the school, usually with the person's mentor, meetings with the Head, Deputy
Head or Assistant Head(s), Deputy Head or Assistant Head(s), Bursar, and, where appropriate,
Head of Boarding and Director of Sport. The Deputy Head is to explain the day-to-day workings of
the school; Assistant Head (Pastoral) is to discuss aspects of pastoral care, including Form Head
responsibilities; the Assistant Head (Academic) is to deal with academic matters. Prior to the visit
or at the visit, the HR Manager should provide the appointee with the Employee Handbook and the

appropriate subject department handbook.
Prior to the Start of Term

e The mentor should arrange to meet the new staff member and introduce him/her to other
colleagues, including the buddy, individually as early as possible.

e The new member of staff should be introduced at the first staff meeting and assembly.
During First Week

e The new staff member is to have his/her first meeting with the mentor (and supervisor) to
discuss the induction programme (or, in the case of an Early Careers Teachers, the statutory

ECT Induction procedures).
After First Week
The induction and new-staff support scheme is to include:

e Regular preparation time for curriculum planning, making materials and marking. Periodic and
pre-arranged visits by the mentor/induction tutor to the classroom to observe teaching and
provide feedback (in the case of ECTs).

® Regular discussion of lesson preparation notes with the mentor/induction tutor during the
weekly meeting and at other times (in the case of ECTs).

e Timetabled and prepared visits to observe the teaching of experienced colleagues, noting for
example, organisation, management and control (primarily in the case of ECTs).

e A formal meeting, at the end of the Autumn term, with the Head to discuss progress,
procedures, problems, ideas, etc, and to review the first part of term.

e Opportunities to attend conferences and courses arranged by IAPS, Dorset LEA or others.

e Formal assessment (ECTs)

ECTs will have three formal meetings, towards the end of each of their first three terms, with the
Head and mentor/induction tutor. After which, the appropriate statutory assessment forms (to be
found in Annex B of the DfE's original Circular 5/99, superseded by DfES 582/2001 and successive



documents) should be completed and sent to the Appropriate Body — the Independent Schools
Council Teacher Induction Panel (ISCTIP). These documents are also available on the Internet:

www.dies.gov.uk\publications\guidance

The first of these meetings will focus on the extent to which the ECT is consistently meeting the
standards for the Award of QTS (Qualified Teacher Status) in an employment context, and is

beginning to meet the Induction Standards.
The second meeting will focus on the ECT's progress towards meeting the Induction Standards.

The final assessment meeting will be used to determine whether the ECT has met all of the

requirements for the satisfactory completion of the induction period.
Appointment of Buddies and Mentors

Once the appointment of the new member of staff is made, the Deputy Head or Assistant Head
(Academic), appoints a buddy. The buddy is usually a member of the same department or involved
in the same area of school as the new member of staff. In addition, a mentor is appointed. This is
normally the appointee's Head of Department, or, if the appointee is a Head of Department, a
senior staff member, usually the Deputy Head or Assistant Head (Academic). There should be
frequent meetings (informal and formal) between the new staff member and the mentor and these

should include discussion of topics indicated below in the section The Role of the Mentor.
The Role of the Buddy

The role of the buddy is to provide practical information and emotional support to the new staff
member during the first year of their employment at Moulsford. Most of the role is simply offering
quiet assistance when required but also being proactive with offers of help rather than waiting to be

asked. Key times when help should be offered are:

e Beginning of the school year — a main point of contact. Escort to meetings, coffee, lunch for
the first few days and introduce them to other staff members.

e Assist with entering House Points

e Check that the exam arrangements and times for invigilation are understood.

e Explain how Parents’ Evenings are run.

e Explain the role of staff at concerts and plays.

e Offer assistance with report writing on the computer.

e Alerting the new member of staff, in plenty of time, of any deviations from the calendar or
normal routine in order that they can plan accordingly.

e End of term — explain tidying, encourage attendance at staff outings

A special relationship should be encouraged between the buddy and the new member of staff, who
should feel free to ask the simplest of question because to them it may be a matter causing concern.

Moulsford is a very busy place and a shadow's job does not finish after the first couple of weeks.



The Role of the Mentor

The role of the mentor is to nurture, to serve as a role model, to provide professional support, to
counsel and to supervise. The mentor can help the new staff member to learn about the procedural
demands of the school, provide opportunities for them to observe others, share knowledge of
materials, teaching methods and curriculum development, assist in classroom management and
discipline, encourage reflection, and set targets for further achievement. It is a requirement (and it is
built in to the ECT's programme by virtue of their reduced 90% teaching timetable) that induction
tutors of ECTs meet formally with their charges on a weekly basis to support them in their work.

This time will also be used for reviewing and assessing the ECT's work.
8.3 EARLY CAREERS TEACHERS

The Deputy Head or Assistant Head (Academic) holds a file on ECT Induction and is in contact
with the Teacher Induction Officer at ISCTIP.

For ease of reference, the salient sections of the (initial) documents are as follows:

e Circular 4/98: Annex A (pages 7-16) and subsequent annexes as appropriate.

e DfES 582/2001: Paragraphs 1-10; 25-32; 34-73; Annex A; B. Annex A contains the ECT
Induction Standards; Annex B contains the statutory assessment forms, which must be
completed after each formal assessment meeting during the Induction Year.

e Career Entry Profile: (which the ECT brings with him/her to his/her first post)

o Section A — Summary of ECT's Initial Teacher Training;
o Section B — ECT's strengths and areas for further professional development;
o Section C — Objectives (and revised objectives) and Action Plans for the Induction

Period.
Guidelines for Observing Lessons taken by Candidates on Interview

It is important that in the limited period of time available to observe the candidate's teaching, we

try to assess his/her ability to:

e communicate effectively with the class;

e enthuse and motivate the children;

e empathise with the children;

e show initiative;

e respond appropriately to different situations;

e appreciate the principles of good practice.

To allow this the best opportunity to happen the class teacher should not prime their class on good
manners or general codes of behaviour before the visitor arrives. We need to see how they will

deal with certain situations, e.g. a child calling out or rocking back on their chair.



In the letter inviting the candidate for interview (s)he will be given the following information: what
lesson will be taught; length of lesson; age range and ability level of the children including any with
IEPs; number of pupils in the form (and gender balance); some context of what the children have
already done in that topic. They will also be told what resources (e.g. interactive whiteboard,
projector, etc) are available and will be asked to contact the school for further information should
they so require it. The onus should be on the candidate to ask for any further information they may

require; staff/office should be ready to provide this if necessary.

The class should have been briefed in their previous lesson by the class teacher that a visiting
teacher will be taking their next lesson. The candidate will therefore expect on the day to introduce
him/ herself and run the whole lesson. Out of courtesy, at the end of the lesson, the class teacher
should thank the candidate for the lesson but should ensure that neither verbal feedback nor body
language gives false hope or negative vibes to the candidate. The class teacher can always ask the

candidate (and later their class) how they felt the lesson went.
8.4 IN-SERVICE TRAINING (INSET)

In-service training is of two types: in-school training, consisting mostly of termly INSET days, and

out-of-school training opportunities organised by IAPS or other bodies.
INSET Days

The Deputy Head or Assistant Head (Academic) arranges, organises and prepares in-service
training (INSET) days to take place each term (or at least in the autumn and summer terms). The
days are to be planned to cover a range of topics reflecting the academic and pastoral training needs
of staff. It is important that INSET Day topics are followed-up through the term and that all staff

constantly review their practice and seek ways to achieve the highest possible standards.
Out-of-School Training

All staff are encouraged strongly to attend training courses and professional conferences
appropriate to their subject teaching and other responsibilities. Indeed, the school expects staff to
attend such meetings as part of their professional responsibilities. There is a budget set aside for
staff training and the Deputy Head or Assistant Head (Academic) holds information on a wide range
of INSET courses provided by IAPS and other bodies. On their return from attending a course staff
are required to complete a brief report and forward it to their Head of Department and the
Deputy Head or Assistant Head (Academic) (or, in the case of pastoral care INSET, the Assistant
Head (Pastoral)).

Procedure for requesting out of school INSET

® Once a suitable course has been found, it needs to be discussed with the appropriate Head of
Department.

o A ‘CDP Request Form’ (available on the intranet) needs to be completed.



e |t then needs to be submitted to the Deputy Head or Assistant Head (Academic) for approval
and for diary entry.

e Finally the details should be lodged with the HR Manager so the training can be logged in the
CDP records.

8.5 PROFESSIONAL DEVELOPMENT SCHEME (STAFF APPRAISAL)

Staff at Moulsford are integral to the success of the school. Therefore, it is essential that staff
feel well supported in their roles, are provided with clear targets for improvement, and have

their strengths recognised and celebrated.
To that end, the appraisal process is as follows:

Each staff member is assigned a member of the Senior Leadership Team (SLT) or, where
applicable, a Head of Department as their appraiser. This individual will remain their appraiser
throughout their tenure at Moulsford. It is important that all staff feel comfortable with their
allocated appraiser. Should any staff member wish to request a change, they have the right to do
so. SLT is aware that this may arise, and no offence will be taken if a request for a different

appraiser is made.

The appraiser will observe a lesson and review the work produced by the pupils taught by the
staff member. Additionally, the appraiser may speak to pupils about the subject(s) being taught.
It is important to note that the focus of any conversations with pupils will not be on the staff
member personally. Any such discussions will be aimed at understanding the subject being
taught. The appraiser may also consult the relevant Head of Department(s) and Head of Year (if

applicable) to gather insights from the monitoring of the subject area.

Following these observations, the appraiser will complete an Evaluation Sheet, which is based
on the Teachers’ Standards. Simultaneously, the staff member will complete an identical

Self-Evaluation Sheet.

During a meeting between the appraiser and the staff member, both Evaluation Sheets will be
reviewed, and each point will be discussed. This conversation will help to establish clear targets

for the staff member’s professional development.

The staff member and their appraiser will agree on a timescale within which the targets should
be achieved. They will meet as necessary during this period, and the appraiser will use a variety

of methods to assess whether the targets have been met.

Well-being is a crucial component of this process. If necessary, well-being will also be a focus
during the appraisal discussion, alongside the focus on Teaching Standards. Trends related to

general well-being will be reviewed by SLT and Angela Gipson, the Head of Well-Being.



Notes

® The review procedure is not to be seen as threatening. It is not linked to pay or conditions of
work. It is designed purely to increase teachers' effectiveness and professional satisfaction and
to support them in their work. It should also enable a teacher's achievements to be recorded
and successes to be celebrated. It is an important opportunity for a teacher to discuss his/her
hopes, concerns and goals.

e Classroom observation is a sensitive matter that may cause anxiety. Although it inevitably
creates an artificial situation it is an essential part of the professional development scheme,
giving the reviewer first-hand knowledge of the teacher's classroom style, method, strengths
and problem areas. Members of SLT and Heads of Departments may observe staff on an
informal basis outside the appraisal window.

e Newly appointed staff in their first year at Moulsford follow the format as outlined earlier under
'Induction’. They will have a formal review at the end of their second term or during their third

term. ECTs follow the specified ECT Induction Programme.
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