GUIDANCE TO SUPPORT TRACKING PUPIL PROGRESS 

To ensure effective tracking of pupil progress schools should have:
· Planning guidelines in place to support learning

· Assessment effectively linked to evaluation of learning and identification of next steps

· Recording procedures in place that include gathering and interpreting evidence to evaluate learning and determine pupil progress
· A Quality Assurance Programme in place to support effective self-evaluation
Planning
Planning is part of the assessment process and teachers should evaluate evidence of pupils’ progress from previous work before moving on to the next block of work. A variety of teaching and learning approaches should be used to meet the needs of all pupils and tasks matched to pupils’ abilities and experience. Development areas for individual pupils or groups should be identified and recorded within the evaluations and next steps sections in Forward Plans.  
For the time being, schools should continue to take account of 5-14 attainment strands and targets but also focus on supporting the development of the 4 capacities of ACfE, the 7 guiding principles for curriculum design and outcomes for the 8 curricular areas. (Planning formats are being developed for ACfE outcomes: reading, writing, listening and talking, mathematics and numeracy and health and wellbeing. These will be made available to schools through MGFL. Frameworks for other curricular areas will be developed through ASG projects).
Assessment
Assessment is the means of obtaining information, which allows schools, teachers, pupils and parents to evaluate pupil progress.  The starting point for this is the curriculum and the processes of learning and teaching. Assessment is integral to the planning process and is a tool for reflection on programme construction and teaching. Assessment measures the success of learning, teaching and achievement and guides the next steps in learning.

To assist this process schools should adapt the principles of ‘Assessment   for Learning’ to support the needs of their own learning communities and ensure that they have in place:
Assessment FOR learning that

· Supports learning and teaching directly

· Is ‘self-referenced’ and personalized

· Compares the individuals learning now to the learning before 

· Uses feedback continuously to identify strengths and development needs and plan next steps in learning

Assessment AS learning that

· Involves conversations about learning and reflection on evidence
· Develops a language for, and skills in, self-evaluation

· Helps learners to understand and take responsibility for their own learning

· Assists learners to plan next steps

· Supports choices and decisions about future learning

Assessment OF learning that

· Regularly evaluates learners’ achievements in relation to planned learning
· Helps staff provide a summary account of progress for learners, their parents and other professionals
· Helps determine the allocation of additional support
· Uses moderation to ensure that there is robust evidence of progress
Recording and gathering evidence
Recording is about capturing and profiling the knowledge, understanding, skills and attributes that young people have acquired. It involves considering the evidence of learning that has been gathered, reflecting on its quality and identification of next steps. 

Recording will assist teachers to:

· Share successful learning with pupils and identify development needs and next steps

· Monitor the effectiveness of teaching and pupils’ progress in relation to attainment outcomes and targets

· Report pupil progress to parents

· Transfer information to other teachers and appropriate agencies.

· Contribute towards schools’ quality evaluation procedures.
Types of Record
Teaching records (as part of the Forward Plans)
· A succinct account of teaching and learning aims

· A brief indication of teaching methods used

· An evaluative comment of how the class/groups have coped

· A note of next steps

Individual Records

· Folios/collections of work (See Appendix 1 - Guidelines on work that could be included in folios.)

· National Assessment results

· Records of self-peer assessment

· Indications of levels of achievement

· Standardized Test results

· Teacher generated assessments

· Individual Education Programmes (I.E.P.s)

· Coordinated Support Plans (C.S.P.s)

Summaries of overall class performance

· An on-going record of the number of pupils working at each level in each main curricular area

· Regular review of National Assessment results and predictions of future progress
· Seemis reports - Class National Assessment sheet and History Report (Examples of Seemis reports in appendix)
General

· Records of day-to-day progress kept by staff on a group/individual basis. 

· Records of evidence in teachers’ weekly / daily plans  

· Project folders with examples of pupils’ work
· Evidence from the school’s Quality Assurance Monitoring Programme (Examples of Monitoring Calendars in appendix)
Ways of recording 
Evidence can be:

· Recorded on tape or disc

· Paper copies in folios of pupil’s work

· Feedback in pupils’ jotters

· Detailed in teachers’ Forward Plans, 

· Checklists, worksheets, 

· National Assessment result records, including tracking documents 

· Video recording and photographs (with parents’ permission)  

· Self/peer assessment sheets,

·  Pupil progress reports

· Oral discussions with pupils

What to record

Teachers should record for each pupil only what is useful and relevant for planning next steps in learning and for reporting progress. This should include brief comments on progress in relation to specific teaching aims, particular strengths and development needs. It may include pupil’s approach to learning, their interests and information about personal and social development. 

When to record

Recording should take place:

· At the end of a planned block of learning and teaching
· As is required within the day-to-day running of the class
· In order to update individual/group pupils’ records on an ongoing basis
· Prior to parental consultations, teachers should ensure that individual pupil progress has been evaluated to facilitate the sharing of information. 
· When pupils have completed a National Assessment 
Quality Assurance Programme (Refer to Professional Practice Paper 12)
Midlothian has developed a ‘Quality Assurance Programme’ than involves authority staff working alongside schools to assist in the process of effective self-evaluation to support learning and teaching.
Authority staff will gather evidence through:

· A focused programme of school visits

· Analysis of national assessments and national qualifications 

· Evaluations of nationally reportable data

· Analysis of standardised test data

· Classroom observations

· Evaluations of pupils’ work

· Moderation of writing

· Discussions with promoted staff, teachers, parents and pupils

· Schools’ Standards and Quality reports 

· Schools’ Improvement Plans

Schools’ Quality Assurance Programme - Refer to HGIOS? 3 and HMIe

Publications: ‘Improving Outcomes for Learners through Self-evaluation and ‘Improving our Curriculum through Self-evaluation. 
(Sample Quality Assurance Calendars are included in the Appendix)
Schools should develop their own ‘Quality Assurance Programme’ to support the development of effective self-evaluation and gather evidence through:

· Regular attainment and achievement reviews
· Regular tracking of individual pupil progress including Individual Education Programmes and Coordinated Support Plans
· Standardised testing analysis – 

· PIPS on entry and end of session progress 

· Suffolk Reading - cohort progress, reading ages 

· PIM 8, 11 and 13 – cohort progress and progression with different elements of mathematics

· Alistair Fyfe analysis of 5-14 data

· Alistair Fyfe analysis of National qualifications

· Individual pupil / group progress with Midlothian Understanding Number programme (MUNP)

· Regular review of attendance and exclusion data

· Regular review of finance and resources to support learning and teaching

· Forward Plan monitoring and feedback to staff

· Classroom observations – to review learning and teaching and S.I.P. progress

· Review of S.I.P. progress with staff

· Samples pupils’ work

· Pupil focus groups

· Staff/parents and pupil questionnaires

The Role of National Assessments 

The Cabinet Secretary recently approved the commission of a new national assessment resource for Scotland, which will be developed by the Scottish Qualifications Authority and Learning and Teaching Scotland.  This resource, Scottish Teaching and Assessment Resource will be designed to support assessment in Curriculum for Excellence by:
· Providing examples of assessments for all ages and stages in all curricular areas and in a variety of formats (written, video, audio, graphic, etc), with learners’ responses and guidance

· Involving practitioners in developing, peer reviewing and quality assuring assessments for ACfE experiences and outcomes 

· Supporting the delivery of National Qualifications and the Scottish Survey of Achievement

· Including CPD information and guidance about assessment and providing an area for learners to explore assessment to support their own learning.

It is planned that this assessment resource will be available in 2010 and a new part of the Building the Curriculum series, providing a framework for assessment, will become available in summer 2009.  The Cabinet Secretary has also asked the Curriculum for Excellence Management Board to consider as a priority the support that is needed as teachers prepare for implementation of Curriculum for Excellence during the period leading up to 2010.  

Meanwhile, National Assessments provide an additional and important source of evidence of pupil attainment in reading and mathematics. Local moderation procedures are in place to assess pupils’ progress in writing an ensure consistency across the authority.

Pupils should be tested in reading or mathematics when teachers’ own assessments indicate that pupils have achieved the attainment targets at one level and are ready to move to another level.  The tests should provide confirmation of the teachers’ assessments.

Test results should be reported to parents when a new level is achieved.  National Assessment predictions, for individual pupils, should be incorporated into forward planning by the teacher. These should be reviewed at the end of each planning cycle and progress updated.

Schools should extract reports from the Seemis Information Management System to support the tracking of individual / group / class progress.  This information should be shared when classes move onto the next teacher.  As part of the school’s quality assurance programme, the Head Teacher should review progress regularly with staff.

An external consultant, Alistair Fyfe, provides schools with analysis of school progress:

· Overall progress

· Class stages

· Gender

· Comparator schools

· Cohort progress

Standardized testing

There is a programme of standardised testing within the authority that contributes to the authority’s quality assurance processes. (See appendix for timeline)
Schools should use standardised test information alongside teacher assessment and national test information to evaluate pupil / group / school progress and determine next steps for learning. Each School’s Link Education Officer will support schools in making the best use of standardised test data. 
Assessment and Support for Learning
Schools should follow the processes as detailed within MAPSS in relation to supporting all pupils.

Reporting to Parents

There is a legal requirement to provide at least one written report to parents/carers over an academic session. Schools also arrange two parental consultation meetings to discuss individual pupil progress. Prior to parental consultations, teachers should ensure that individual pupil progress has been evaluated to facilitate the sharing of information. In addition, schools usually provide other curricular events throughout the school session.
Appendix

GUIDELINES ON EVIDENCE TO KEEP FOR RECORD KEEPING, TRACKING AND ASSESSMENT

Child’s Individual Folio – Samples of work could include:

1 P1-P3 could include handwriting examples (where appropriate) and pieces of Functional, Imaginative and Personal writing.
Pieces of Functional, Imaginative and Personal writing per term from P4-P7 (drafts and re-drafts).


(This should include at least one piece of writing chosen by the pupil).
2 Maths/Number – assessment sheets (e.g. Graded Assessment Tests, Heinemann), teacher produced/published assessment activities/tests 

3 Environmental Studies/Expressive Arts – can include artwork, scientific reports and examples of work showing involvement and understanding of topics and associated skills.

4 Any other significant pieces of work, e.g. examples of Health and Wellbeing, Religious and Moral Education or Personal, Social Development activities. 
5 Recognition of wider achievement e.g. certificates for extra-curricular activities.
6 Most recent National Assessments.

Folio folders should be reviewed regularly so they do not become too bulky and key items can be passed on from stage to stage with the pupil. Samples for folios should contain work selected by both teachers and pupils. These should be dated and either self, peer or teacher assessment comments attached. 
Teacher Assessments

The following could be kept in a separate record keeping/assessment folder held by the teacher and passed onto the next teacher at the end of the year. Some may be included in Pupil Record Folders and could be included in P.P.R.s if a pupil changes schools:

1 PIPS on entry and baseline assessment

2 Phonic Sheets (record)

3 Reading Record Sheets and Assessment Sheets

4 Maths planning sheets

3.  Spelling Check List (group)

4. Environmental Studies Record Sheet (topics/areas covered)

5. National Assessment results

6. Standardised test results

7. Other teacher produced assessment sheets

8. Any tape recordings/video/photographic relevant to individuals/groups should be kept as forms of assessment where appropriate

9. Copy of pupil progress report 

10.  IEPs 

11. CSPs
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