
 
 

Feedback and Marking Policy Autumn 2020 
Tracey West 

 

1 

Feedback, Marking and Assessment 
Policy and Procedures 

Autumn 2020 
 
 
 

Policy Checklist 
Author: Tracey West 

Date Written: Autumn 2020 

 

Statutory: Yes / No 

Trust / Local Policy: Trust / Local 

On website: Yes / No 

 

Approval / Adoption of Policy 

Committee: Full Govs / Resources / Sch Eff: 

Date of Ctte Approval/ Adoption:  

Chair of Ctte Signature:  

 

Review 

Name of person undertaking review T West 

Date of next planned review: Autumn 2021 

 

Implementation 

Implementation of the policy will be monitored by: T West 

Monitoring frequency: Annual 
 

Notes: 

 
 
 

  



 
 

Feedback and Marking Policy Autumn 2020 
Tracey West 

 

2 

Contents 
 
Policy 
1. Introduction          3 
2. Policy Scope         4 
3. Policy Development       5 
4. Policy Aims         5 
5. Equal Opportunities       5 
6. Quality Assurance        5 
7. Roles and Responsibilities      6 
 
 
Procedures 
8.    Guiding principles       7 
9.  Strategies         8 
10. General guidance       9 
11. Subject Specific Marking           11 
12. Assessment              11 
13. Monitoring and Evaluation          13    
14. Review of the Policy            14 
 
Appendix 1 
Marking symbols              15  
 



 
 

Feedback and Marking Policy Autumn 2020 
Tracey West 

 

3 

 
 
1. Introduction 
 

1.1 At Chetwynd Primary Academy our mission is ‘For all our children to be kind, 
courageous and curious citizens, helping them to shine for a bright and happy 
future in our diverse world.’ 

 
1.2 We aim to achieve our mission by being inclusive, maintaining a safe and 

stimulating learning environment, securing outstanding learning and teaching, 
delivering our Irresistible Curriculum, following a values-based approach 
(STARFISH), and working with parents, carers and the wider community. 

 
1.3 At Chetwynd Primary Academy we believe that the feedback provided to pupils is 

an integral part of a successful teaching and learning process: its sole purpose is to 
further children’s learning.  

 
1.4 The Education Endowment Foundation has recently evidenced that effective 

feedback should: 
 

1.4.1 Redirect or refocus either the teacher’s or the learner’s actions to 
achieve a goal 

1.4.2 Be specific, accurate and clear 
1.4.3 Encourage and support further effort 
1.4.4 Be given sparingly so that it is meaningful 
1.4.5 Provide specific guidance on how to improve and not just tell students 

when they are wrong 
 

1.5 The Department for Education’s (DfE’s) expert group emphasised that marking should 
be ‘meaningful, manageable and motivating’.  This, along with research by the DfE 
which shows the key contributing factor to teacher workload is marking, has 
encouraged us, as a staff team, to create a practice that is consistent and manageable 
but has maximum impact on the learning and development of all our pupils. 
 

1.6 Current research undertaken by Dylan William, a British educationalist and Emeritus 
Professor of Educational Assessment, says ‘there is an extraordinary amount of energy 
expended by teachers on marking and often very little to show for it in the way of 
student benefit. Although feedback is one of the most effective drivers of learning, one 
of the more surprising findings is that a lot of it actually has a negative effect on 

https://dixieching.wordpress.com/2011/01/13/the-effects-of-feedback-interventions-on-performance-a-historical-review-a-meta-analysis-and-a-preliminary-feedback-intervention-theory-kluger-denisi-1996/
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student achievement.’   
 

1.7 William’s four quarter marking strategy is one which we believe will both address the 
issue of teacher workload, whilst ensuring that the children continue to make 
excellent progress. 
 

 
1.8   The assessment of children is intrinsically linked to feedback and marking at  

  Chetwynd Primary Academy. 
 

1.9 Assessment at Chetwynd Primary Academy follows the principle that assessment  
information will only be accurate and valuable if it is the result of rich and 
immersive learning opportunities. Assessment removes the ceiling on attainment 
and supports children in making the next steps in their learning. 

 

2. Policy Scope 

  
This policy applies to all members of the Academy community who are involved in the 
feedback, marking and assessment of children’s work through any of the means set out 
in this policy. 

 
 
 

https://dixieching.wordpress.com/2011/01/13/the-effects-of-feedback-interventions-on-performance-a-historical-review-a-meta-analysis-and-a-preliminary-feedback-intervention-theory-kluger-denisi-1996/
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3. Policy Development 
 

3.1 This policy has been developed by the Teaching and Learning Leader in consultation 

with the Principal, the Governors and our children. 
 

4. Policy Aims 
 
4.1 To secure outstanding feedback, marking and assessment to enable all children to 

make outstanding progress. 
 

4.2 To ensure teacher time is used effectively to maximise the impact on our children’s 
progress. 

 

5. Equal Opportunities 

 
5.1 Chetwynd Primary Academy is committed to equality of opportunity, and to 

promoting an ethos of dignity, courtesy and respect throughout the organisation. 
For further information, please refer to the Equality and Diversity Policy. 
 

5.2 Every effort will be made to ensure that a fair and consistent practice, as detailed in this 
policy and procedure, is carried out. 

 

6. Quality Assurance 

 

The quality of feedback, marking and assessment at Chetwynd Primary Academy will be 
assured by: 
 
6.1 Ensuring this policy is disseminated and adhered to. 

 
6.2 Monitoring the impact of the policy as set out in section 13. 

 
6.3 Addressing any underperformance in a timely manner, whether it has come to light 

through the monitoring procedures outlined in this policy or as a result of other 
Academy quality assurance mechanisms. 
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7. Roles and Responsibilities 

 

Feedback, marking and assessment is a collective responsibility. The following section 

outlines the roles and responsibilities of individuals and groups within the 

Academy in relation to this.  

 
7.1 The Governing Body 

 
7.1.1 The Governing Body will work with Principal and Senior Leaders, ensuring that 

the quality of Feedback, Marking and Assessment is accounted for. 
7.1.2 The Governing Body will review this policy on an annual basis and support the 

Principal and Senior Leaders in their implementation of the policy.  
7.1.3 The Governing Body will work with the Principal and Senior Leaders to ensure 

that the Feedback, Marking and Assessment Policy and other policies that link 
to it are upheld and suitably resourced. 

 
7.2 The Principal and Senior Leaders 

 
7.2.1 The Principal and Senior Leaders will ensure that the Feedback, Marking and 

Assessment Policy is disseminated and is implemented fully to ensure 
consistent and sustained high quality feedback and marking throughout the 
Academy and regular and thorough assessment. 

7.2.2 They will emphasise the link between this policy and our Teaching and 
Learning Policy. 

7.2.3 They will report on the quality of feedback, marking and assessment provision 
to the Governing Body at half-termly sub-committee meetings. 

 
7.3 Teaching and Learning Lead 

 
7.3.1 The Teaching and Learning Lead will keep up to date with the latest research 

on feedback, marking and assessment. 
7.3.2 They will develop and review the policy and procedures in line with such 

developments. 
7.3.3 They will hold teaching and non-teaching staff to account. 
7.3.4 They will report on the quality of feedback, marking and assessment to the 

Principal and Senior Leaders. 
7.3.5 They will carry out the monitoring activities outlined in section 12. 
7.3.6 They will review the effectiveness of the policy as set out in section 13.  
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7.4 Teaching Staff 

 
7.4.1 Teaching staff will ensure they have familiarised themselves with all elements 

of the Feedback, Marking and Assessment Policy and understand what is 
required of them, seeking clarification from the Teaching and Learning Lead or 
Senior Leaders if they are unsure. 

7.4.2 Subject Leaders will monitor the quality and clarity of feedback, marking and 
assessment through regular work scrutiny and learning walks. 

7.4.3 Phase Leaders will monitor the quality and clarity of feedback, marking and 
assessment through regular work scrutiny and learning walks 

 
7.5 Support Staff 

 
7.5.1 Support staff will have familiarised themselves with all elements of the 

Feedback, Marking and Assessment Policy and understand what is required of 
them, seeking clarification from the class teacher, Teaching and Learning Lead 
or Senior Leaders if they are unsure. 

 
7.6 Children 

 
Our children must: 
 
7.6.1 Have a clear understanding of the marking symbols. 
7.6.2 Respond appropriately to verbal and written comments in their work. 

 
7.7 Parents/Carers 

 
We would like our parents and carers to: 
 
7.7.1 Support the Academy as outlined in the Home-Academy Agreement. 

 

Procedures 
 

8.  Guiding Principles 
 
8.1 The sole focus of feedback, marking and assessment should be to further children’s 

learning. 
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8.2 Evidence of feedback and marking is incidental to the process - we do not provide 
additional evidence for external verification. 

 
8.3 Written comments should only be used where they are accessible to students 

according to age and ability. 
 

8.4 Feedback delivered closest to the point of action is most effective, and, as such, 
feedback delivered in lessons is more effective than comments provided after the 
fact. 

 
8.5 Feedback is provided both to teachers and pupils as part of assessment processes in 

the classroom and takes many forms other than written comments. 
 

8.6 Feedback is a part of the school’s wider assessment processes which aim to provide 
an appropriate level of challenge to pupils in lessons, allowing them to make good 
progress. 

 
8.7 All pupils’ work should be reviewed by teachers at the earliest appropriate 

opportunity so that it impacts on future learning. When work is reviewed, it should 
be acknowledged in books.  This can something as simple as a ‘tick’. 

 
8.8 Feedback ensures that children are provided with timely and purposeful feedback 

that furthers their learning, and teachers are able to gather feedback and 
assessments that enables them to adjust their teaching both within and across a 
sequence of lessons.  
 

8.9 Any assessment opportunities undertaken – planned or otherwise - are done so with 
the primary purpose of identifying progress and achievement. 

 
9.  Strategies 
 

9.1 Effective marking and feedback can be undertaken in a variety of ways.  This can 
depend on the task being marked, the age of the child and individual needs of the 
child.   
 

9.2 It is vital that teachers evaluate the work that children undertake in lessons, and use 
information obtained from this to allow them to adjust their teaching.  
 

9.3 Feedback occurs at one of three common stages in the learning process:  
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1. Immediate feedback – at the point of teaching  
2. Summary feedback – at the end of a lesson/task  
3. Review feedback – away from the point of teaching (including written 

comments)  
 

9.4 The stages are deliberately numbered in order of priority, noting that feedback 
closest to the point of teaching and learning is likely to be most effective in driving 
further improvement and learning, especially for younger pupils.  
 

9.5 At Chetwynd Primary Academy, we place considerable emphasis on the provision of 
immediate feedback.  

 
Type What it looks like Evidence (for observers) 

Immediate  Includes teacher gathering feedback from 
teaching, including RAG cups (Years 2-6), RAG key 
rings (EYFS/Year 1) questioning, mini-whiteboards 
and book work 

 Takes place in lessons with individuals or small 
groups  

 Often given verbally to pupils for immediate action  
 May involve use of a teaching assistant to provide 

support or further challenge  
 May re-direct the focus of teaching or the task  
 May include highlighting/annotations according to 

the marking code. 

 Lesson observations/learning walks  
 Some evidence of annotations or use of 

marking code/highlighting (internal 
marking) 

Summary  Takes place at the end of a lesson or activity  
 Often involves whole groups or classes  
 Provides an opportunity for evaluation of learning 

in the lesson  
 May take form of self- or peer- assessment against 

an agreed set of criteria  
 In some cases, may guide a teacher’s further use 

of review feedback, focusing on areas of need  

 Lesson observations/learning walks 
 Timetabled pre and post-teaching based 

on assessment 
  Some evidence of self and peer 

assessment (red pen if self-marked, purple 
if peer-marked) 

 May be reflected in selected focus review 
feedback (marking) 

Review  Takes place away from the point of teaching  
 May involve written comments/annotations for 

pupils to read / respond to  
 Provides teachers with opportunities for 

assessment of understanding  
 Leads to adaptation of future lessons through 

planning, grouping or adaptation of tasks  
 May lead to targets being set for pupils’ future 

attention, or immediate action  

 Acknowledgment of work completed 
 Written comments and appropriate 

responses/action 
 Adaptations to subsequent teaching 

sequences and tasks  
 Use of annotations on whole class marking 

sheets to indicate future groupings/ 
interventions  

 
10. General guidance 
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10.1 The correction of basic mistakes in work including punctuation, spelling, 

grammar (eg subject verb agreement, tenses, homophones) and handwriting 
is paramount and is prioritised in the Autumn term.  This should be 
age/ability appropriate (ie not selecting all spelling mistakes in EYFS). 
 

10.2 In EYFS and Key Stage 1, review marking will only lead to written comments 
for those pupils who are able to read and respond independently. 

 
10.3 In some cases, a marking code may be used where this is understood by 

pupils (see end of policy for marking code & symbols).  
 

10.4 Staff are able to use small ‘personalised’ marking codes, developing 
relationships within their classroom e.g. double ticks, smiley faces, hearts 

 
10.5 Where pupils are unable to read/understand written comments, these can be 

shared verbally with children at the next appropriate opportunity.  
 

10.6 In Key Stage 2, written marking and comments should be used where 
meaningful guidance can be offered ie. when it has not been possible to 
provide this during the classroom session.   

 
10.7 In the case of groups of pupils having a common need, it may be appropriate 

for teachers to adjust planning or grouping rather than providing a written 
comment.  This can be recorded on a whole class marking sheet.   

 
10.8 Where a child has achieved the intended outcome and is well-prepared for 

the next stage in learning, this need not be annotated.  
 

10.9 In most cases, written comments will be focused on extended pieces of 
written work, or extended tasks. These will allow children’s achievements to 
be recognised and provide further guidance for future learning. 

 
10.10 Ensure that time is provided within the school day for children to respond to 

written comments/feedback. 
 

10.11 The highlighting of the Learning Intention (LI) in green/orange/pink according 
to the success of the work linked to the LI (see marking symbols) will provide 
immediate feedback to the children. 

 
10.12 Pink highlighting will be used to highlight repeated mistakes and to signpost 
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specific errors e.g. one aspect of Maths (decimal point missing), missing 
punctuation, repeated spelling errors of common exception words. 

 
10.13 Green highlighting can be used to signpost successful examples when 

measured against the Learning Intention.  Eg If LI is to use powerful verbs, 
these may be highlighted within the written text. 

 
10.14 A significant aim of feedback should be to ensure that children are able to 

identify how they can improve their work or further their learning. In some 
cases, targets are clearly set out through use of the marking code and 
accompanying comments.  

  
 

11. Subject specific marking 
 

11.1 Topic books: 
11.1.1  Topic books will be marked according to the statements set out in 

sections 9 and 10. 
11.1.2 Vocabulary collection, note taking and plans will NOT be internally 

marked as these are to be used by the children only, although the 
Learning Intention still needs to be highlighted and the work 
acknowledged. 

11.1.3 Drafts of writing will only be internally marked by a member of staff if 
the work is NOT going to be used as an independent piece of writing. 

11.1.4 Drafts of writing that intend to be used as independent will only be up-
levelled by the child (red pen) and a peer (purple pen). 

 
11.2 Independent writing books: 

11.2.1 No internal marking is required in these books 
 

11.3 Maths books: 
11.3.1 Maths journaling books will not be marked at all as these are the 

children’s own jottings of their Maths’ journeys. 
11.3.2 The Maths No Problem workbooks will be marked after every session, 

with the LI highlighted appropriately. No next steps will be identified as 
the next lesson is the next step. 

 
 

12. Assessment 
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12.1 The three aspects of assessment that are used are: 

 
12.1.1 Day-to-day assessment for learning: this is formative assessment - an 

integral part of teaching and learning: the interactions between 
learners and teachers within lessons that shape the next steps for 
improvement. (See sections 8, 9 and 10).  This includes the RAG sheets 
in Maths and Whole Class Reading sessions. 

12.1.2 Periodic review: this includes the termly use of PIRA (Progress in 
Reading Assessment) and PUMA (Progress Understanding Maths 
Assessment).  Science assessment is recorded termly on a spreadsheet, 
RAG rating year group objectives. 

12.1.3 Transitional assessment – this is the use of summative (or summary) 
tests and tasks that formally recognise pupil achievement and are 
shared with pupils and their parents.  These include arithmetic, 
spelling and topic review tests. 

12.1.4 Statutory assessments are:  

 Phonics check near the end of Year 1, with the requirement to 
repeat it in Y2 if pupils do not meet the required standard. 

 SATs (Standardised Attainment Tasks) in Year 2 and Year 6 in 
Reading, Maths, Spelling, Punctuation & Grammar (optional in 
Year 2) which, in Year 6, are marked externally. Writing is 
assessed internally, across a range of independent pieces of 
work, and this may be moderated externally (at least every four 
years). 

 EYFS Profile  (Early Years Foundation Stage) Early learning Goals  
 

12.2 Termly Pupil Progress meetings allow a professional dialogue between the 
Principal, Phase Leaders and class teachers to discuss the expectations and 
needs of the children in their class. 
 

12.3 Intervention sheets are used to identify which children require additional 
input and support.  This information is gained from the RAG sheets and 
aeroplane sheets used within Maths and Whole Class Reading sessions.  
These are kept by the class teacher, Phase Leader and in a central file in the 
school office.  These are also cross-referenced during Pupil Progress 
meetings. 
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12.4 Writing checklists are used in each year group to monitor standards in 
independent writing.  Any areas for development are translated into 
individual targets and fed back into planning. 

 
12.5 Moderation throughout school is regular and part of standard practice.  

Assessment – particularly in writing – is validated both within and between 
year groups, to ensure consistency and agreement in what constitutes ARE, 
GDS and WTS.  

 
12.6 Moderation of children’s work also takes place across the GSA Trust schools 

at Phase Moderation meetings, Subject Lead meetings and Heads’ meetings 
in Writing, Maths and Science. 

 
12.7 All staff are expected to provide up-to-date data and information on the 

children in their class. 
 

12.8 The data is recorded on the GSA Trust data sheet and updated on a three-
weekly cycle.  This is coded as follows: 

 
1 – a child will achieve ARE (Age-Related Expectations) with Quality 
First Teaching 
2 – a child will achieve ARE with some additional intervention 
3 – there is a possibility the child will achieve ARE but it will take a 
great deal of additional intervention 
4 – a child is NOT expected to reach ARE and is working significantly 
below ARE 
 

13. Monitoring and Evaluation 
 

13.1 The quality of Feedback, Marking and Assessment secured by this policy will 
be monitored, evaluated and resourced through: 
13.1.1 Lesson observations 
13.1.2 Learning walks 
13.1.3 Book scrutiny 
13.1.4 Pupil interviews 
13.1.5 Progress analysis 

 
13.2 The monitoring overview can be found on the school’s Google Drive 

(Chetwynd Primary Shared/2019-20/Monitoring) and all data and monitoring 
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information is stored in the Monitoring Teaching and Learning file which is 
kept in the Principal’s office. 

 
 

14. Review of the Policy 
 

14.1 The Governing Body will review the Feedback, Marking and Assessment Policy 
every academic year at its School Effectiveness Sub-Committee meeting prior 
to it being presented to the full Governing Body. 
 

14.2 Following the monitoring and evaluation processes set out in section 13, The 
Feedback, Marking and Assessment Policy will be revised as required by the 
Teaching and Learning Lead, Principal and Senior Leaders to ensure that it is 
effective. 

 
14.3 Feedback, Marking and Assessment Policy will be revised by the Teaching and 

Learning Lead to introduce any changes in regulation and statutory guidance 
to ensure that it is always up to date. 
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Appendix 1- Marking symbols 
 

 Where written marking or annotations are appropriate, the intention is that minimum 
teacher time should lead to maximum outcomes.  
 

 One way in which we achieve this is through the use of our marking code, which 
combines use of highlighters and symbol codes.  

 
 The core of this code is set out below, although some additional age-appropriate 

elements may be included in some phases of the school.  
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Chetwynd Primary Academy 
Marking Symbols 

 

Symbol: What it means: Symbol: What it means: 

 

    VF 

 

Verbal feedback 
  [ ? ] Doesn’t make sense - 

brackets around the part 

that doesn’t make sense 

 Spelling mistake – find and 

practise x 3 
 Grammar mistake 

 Punctuation missing/error, 

including capital letters 
 Handwriting correction 

 Independent work  Equipment used to 

support learning 

      ^ 
Missing word       // New line 

. Wrong answer     /// New paragraph 

        
Right answer x:x Ratio of adult:child 

    

 Highlight the word LI in 

green if they have 

achieved it 

Identify positives from 

the work 

 Highlight the word LI in 

pink if they have not 

achieved it 

‘Closing the gap’ task and 

errors in work if/when 

necessary 
eg spelling, punctuation, questions, 

refocusing, explaining (clarity is 

important) 

 Highlight the word LI in 

orange if they are almost 

there 
    

Green 

pen 

Responded to a comment 

or suggestion given by an 

adult 

Purple 

pen 

Peer-assessed/peer 

marked although used by 

the person whose work is 

being marked 

sp

p.
…
….
.. 

P

…
….
.. 

gr

p.
…
….
.. 

hw

p.
…
….
.. 

  I E

…
….
.. 

http://www.freepik.com/index.php?goto=27&opciondownload=318&id=aHR0cDovL3d3dy5mbGF0aWNvbi5jb20vZnJlZS1pY29uL3RpY2tfMjc3NQ==&fileid=694348
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Red pen Self-assessed/self-marked 

before adult input and/or 

suggestions 

  

    

 

Chetwynd Primary Academy 
F2 - Marking Symbols 

 

Symbol: What it means: Symbol: What it means: 

 

    VF 

 

Verbal feedback 
  [ ? ] Doesn’t make sense - 

brackets around the part 

that doesn’t make sense 

 Required intervention  Handwriting correction 

    . Wrong answer  Independent work 

        
Right answer   x:x 

Ratio of adult:child 

    

 Highlight the word LI in 

green if they have 

achieved it 

Identify positives from 

the work 

 Highlight the word LI in 

pink if they have not 

achieved it 

‘Closing the gap’ task and 

errors in work if/when 

necessary 
eg spelling, punctuation, questions, 

refocusing, explaining (clarity is 

important) 

 Highlight the word LI in 

orange if they are almost 

there 
    

Adult use 

of black 

pen 

Modelling/supporting 

children’s writing (ie 

working together to 

spell/write) 

Adult use 

of blue 

pen 

Annotating children’s 

writing (ie when child has 

‘read’ work to adult aloud 

but difficult to 

understand) 

    

 
 
 
 

int

p.
…
….
.. 

hw

p.
…
….
.. 

  I 

http://www.freepik.com/index.php?goto=27&opciondownload=318&id=aHR0cDovL3d3dy5mbGF0aWNvbi5jb20vZnJlZS1pY29uL3RpY2tfMjc3NQ==&fileid=694348
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Chetwynd Primary Academy-Feedback and marking 

addendum (For use during a pandemic) 
KS1/2 - Marking Symbols 

 Maximise whole class feedback making use of the visualiser 

 Allow time during a lesson specifically to provide feedback 

 Every LI to be highlighted plus a sticker/tick etc as an acknowledgment  
o Small sticker for 1 Dojo point 
o Large sticker for 2 Dojo points 

 Prioritise spelling, grammar and punctuation 

 Verbal feedback will be evident through the use of a green pen 
 

Symbol: What it means: Symbol: What it means: 

 Spelling mistake – find and 

practise x 3 

  [ ? ] Doesn’t make sense - brackets 

around the part that doesn’t 

make sense 

      ^ Missing word  Handwriting correction 

. Wrong answer       // New line 

        
Right answer     /// New paragraph 

  x:x Ratio of adult:child 
    

 Highlight the word LI in green 

if they have achieved it 

Identify positives from the 

work 

 Highlight the word LI in pink if 

they have not achieved it 

The pink highlighter can be 

used to underline or circle 

incorrectly spelled words, 

grammar or punctuation 

 

 Highlight the word LI in orange 

if they are almost there 

    

hw

p.
…
….
.. 

sp

p.
…
….
.. 

http://www.freepik.com/index.php?goto=27&opciondownload=318&id=aHR0cDovL3d3dy5mbGF0aWNvbi5jb20vZnJlZS1pY29uL3RpY2tfMjc3NQ==&fileid=694348
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Green 

pen 

Responded to a comment or 

suggestion given by an adult 

Purple 

pen 

Peer-assessed/peer marked 

although used by the person 

whose work is being marked 

Red pen Self-assessed/self-marked 

before adult input and/or 

suggestions 

  

    

 


