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Assessment Recording and Reporting Policy 
 

 

 
Intentions: 
It is our intention to have in place, a system for assessment, recording and reporting which: 
 

 is robust, relevant and meaningful 
 meets our information needs in sufficient detail, but which is manageable (eg. must make efficient use of time) 
 is nationally recognized therefore enabling possible comparison of results between schools 
 is jargon free, especially for reporting to parents. 
 is clear, balanced and accessible, 
 involves pupils in their own recording, reporting and target setting. 
 can be monitored by the school senior leadership team and Governors. 

 
Aims: 
Assessment of and for learning is essentially ongoing, and should be seen as an integral part of an interactive learning process. The main purpose of assessing a 
pupil is to enable him/her to make the best possible progress in the development of skills, knowledge and understanding (Assessment for Learning)  
 
Assessment, Recording and Reporting of pupil achievement is needed: 
 

 to lead to improvement in learning outcomes for all pupils. 
 to inform planning of individual programmes, focusing on priorities for future learning 
 to plan for progression, and maintain consistency and continuity. 
 to provide a detailed picture of the learner and the learning process 
 to inform the contents of reports to parents. 
 to promote consistency between staff and others assessing the pupil 
 because we are accountable to pupils, parents, Governors, LA, DfE, Ofsted. 
 to provide evidence of the value the school adds to pupil achievement. 
 so that at short notice, a supply teacher could continue with individual pupil programmes. 
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Implementation: 
 
In order to allow us to record pupil’s prior attainment every pupil will have an initial assessment against Lakeside Steps within 6 weeks of starting at the school. 
Younger pupils will also be assessed against the Foundation Stage Profile. 
 
Pupils will be regularly assessed so that we can monitor the rate of progress each pupil is making. Formal assessments will take place at the end of each term. 
Standard National Curriculum tests would be used for any pupils reaching this level of attainment. This will be unlikely for pupils with SLD.   
 
The Assessment Manager will liaise regularly with the Curriculum Manager to ensure that assessment and the curriculum are integral to each other and not 
separate entities. 
 
Assessment data is stored electronically in SOLAR. (see appendix 2) This programme is used to produce the information needed for data analysis and to analyse 
the data. 
 
 
THE COMPONENTS OF ASSESSMENT AT LAKESIDE ARE: 
 
Baseline Assessment: 
When a pupil first starts school (regardless of age) we will carry out an assessment against the Lakeside Steps Framework (previously known as W S P Steps, and 
now amended by Lakeside) in core subjects within 6 weeks of them starting school.  Baseline assessment in Early Years Steps will also be carried out for 
Foundation Stage pupils. This will provide us with baseline information against which to monitor progress. A Lakeside Baseline Assessment sheet will be used to 
record the results of this assessment and a copy of the completed sheet given to the assessment manager for entry into SOLAR. This baseline assessment will 
give us the information needed against which to make comparisons, at a later stage, in relation to value added and pupil progress.  
 
Initial Target Setting: 
Individual targets will be set within the first two months of a pupil starting at Lakeside, regardless of the age of the pupil. These targets are linked to the objectives 
on the pupils’ Education Health and Care Plan. The results of the Baseline Assessment are used to inform and support this process. A multi-disciplinary approach 
is used – with input from speech/physio therapists, and parents are invited into school to discuss and agree the targets. 
 
Early Years Foundation Stage Profile: 
It is a statutory requirement to complete the Early Years Foundation Stage Profile (Early Years Steps) on every pupil as they reach the end of the Early Years 
Foundation Stage. This Profile provides a summary of each pupil’s development in relation to stepping stones and early learning goals. Teacher Assessments are 
made on the basis of accumulated observations and knowledge of the whole child. Pupils will also be assessed using Lakeside Steps on exit from EYFS. 
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Routes for Learning  
These assessment materials will be used for pupils with PMLD as a way to measure their progress focusing on early communication, social interaction and early 
cognitive development. Routes for Learning is specifically written to take into account the complex needs of learners with PMLD and the interaction between the 
sensory impairments, motor disabilities and medical problems that many of them experience. This assessment takes a holistic view of learners and focuses on how 
they learn. The Routemap provides an overview showing key milestones which every learner will go through, although the routes they use to get there may vary 
according to their physical, sensory and learning needs. The Deputy Head Teacher updates all Routemaps and reviews these at Pupil Progress Meetings with 
class teachers. 
 
Autism Assessment  

We use 2 main assessment procedures for our pupils with autism: 

SCERTS (social communication, emotional regulation, transactive support) by Prizant, Wetherby, Rubin, Laurent and Rydell: This assesses pupils to give an 
accurate picture of the functional difficulties and strengths relating to the core barriers created by autism spectrum conditions. 

Sensory Profile: (Clements and Zarkowska), this assesses the pupils to ascertain where their therapeutic needs are in relation to sensory input. The information 
that it provides enables us to personalise interventions and environments for these pupils. It also supports the pupils themselves to learn how to regulate their 
emotions. 

Teacher Assessment: 
 
Lakeside Steps cover all National Curriculum subjects.  Pupils are formally assessed against Lakeside Steps for English, Maths, Computing and PSHE, and/or the 
Early Years Foundation Profile (Early Years Steps) if applicable, three times per year up to Year 9.  Teachers should select a level descriptor, which reflects the 
types and range of performance that pupils working at a particular level should characteristically demonstrate.  In deciding on a pupil’s level of attainment teachers 
should judge which level best fits the pupil’s performance.  
 
From Year 10 pupils are assessed using AQA Unit Award Scheme in place of Lakeside Steps. 
 
Teachers regularly upload evidence into Solar IEPs by way of photographs, videos and text and at the end of each term teachers review the IEPs on SOLAR and 
update progress relating to targets in the areas of EHCPs. Case Studies are also updated termly, together with Engagement Scale scores and SCERTS. (Please 
see Appendix 3 for Key Assessment Points requirements. 
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PROCEDURES 
 
The Assessment Managers meet with teachers for Pupil Progress Meetings prior to Annual Reviews. Together they review progress and discuss targets for all 
areas above.  Teachers update a Pupil Case Study on a termly basis which is also reviewed at this time.  
 
It is a statutory requirement to collect assessment data. The Government collects data at the end of the summer term as part of their data collection exercise along 
with SAT’s results and end of key stage data. The data is also collected and analysed by the Local Authority as part of their data collection process.  
 
Statutory assessment tests (SATS) 
 
Pupils with SLD are by definition working at much lower levels than their mainstream peers and are extremely unlikely to reach levels required to take SATS tests. 
 
Individual Pupil Profiles, IEPs & Case Studies: 
 
Individual Pupil Assessment Profiles for Lakeside Steps, Foundation Stage Profiles and SCERTS, together with IEP data on percentages of targets achieved are 
provided from the SOLAR database at the time of the pupils Annual Review of Statement/EHCP Conversions. The aim of these profiles is to give an ‘at a glance’ 
overview of the level of each pupil, and the progress they are making.  The Pupil Case Studies are used to record aspects of pupil progress and provide up to date 
information relating to circumstances that are barriers to learning and the effectiveness of interventions. 
 
 
Whole School Moderation and Moderation Portfolio: 
 
Lakeside Steps Assessment results are moderated during the year as appropriate - staff work in groups to discuss and agree levels on a termly basis. The 
Assessment Managers oversee this process. Moderation meetings with at least nine other special schools are also attended on a termly basis. The Early Years 
teachers attend moderation meetings for the Early years steps/foundation profile on a termly basis. 
 
Recording Progress: 
 
Progress is recorded through SOLAR.  Evidence is entered by Teachers in the form of criteria for the level/area, a description of the activity, the context, and 
relevant photographs/video, together with dates of achievement. 
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Reporting to Parents:  
 
The main method of reporting to parents is through the Annual Review of Statement / EHCP and the Annual School Report. The annual review process, where 
previous targets are reviewed and new targets are set, meets the statutory requirements in reporting to parents, and the additional information on other areas of 
progress and development provides much more detailed information on each curriculum area. The class teacher writes them with contributions made by other 
teachers who work with the pupils i.e. for Music, Sensory, Intensive Interaction, Swimming, etc. 
 
The Head and Deputy Head monitor the Annual Review reports and the targets set in them.  
 
The school uses The MarvellousMe App and encourages parents/carers to sign up.  In this way they can be kept informed of moments of interest and achievement 
in their child’s school life. 
 
Self-Assessment: 
 
It is essential that pupils, whatever their level of ability, learn to assess and know their strengths and needs. We believe that pupils have the right to direct their own 
learning. When students evaluate themselves, they are assessing what they have learnt, need to improve, and what they would like to learn. At Lakeside, we are 
committed to teaching the skill of self-evaluation. We believe it is possible to learn this, with differing levels of sophistication, at any age and any stage of learning. 
For our pupils the resulting ability to advocate for themselves, even if it is just to communicate what they like and do not like is imperative. Pupils will learn to set 
goals independently or with assistance that they feel they can attain with the new knowledge they have about themselves.  Effective feedback from staff as learning 
is taking place is the most powerful learning tool.  Ensuring continuous feedback throughout the lesson, rather than feedback at the end of the lesson is shown to 
have a major positive impact on learning. For more information on our approach to assessment for learning, please see our teaching and learning policy and the 
top tips for assessment for learning in Appendix 2 of this document. The school plays an active part in the Hertfordshire assessment for learning think tank and is 
committed to finding new and exciting ways of supporting pupils to play a fully active part in their own learning and planning for their future. 
 
 
Equal Opportunities: 
 
By monitoring the curriculum coverage and experience of every individual pupil, and by monitoring the targets that are set for each pupil and their rate of progress, 
we will as a school be able to identify if all pupils are having access to a curriculum to which they are entitled and which is relevant to their special needs. 
 
All pupils regardless of gender, creed, race, ability or social class have access to relevant external accredited schemes e.g. AQA Unit Award Scheme as 
appropriate during their time at Lakeside . 
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Continuity and Progression: 
 
Precise and rigorous assessment, recording and reporting procedures enable pupils to make the best possible progress in the development of skills, knowledge 
and understanding, and will allow consistency of teaching and learning when pupils change class and/or teachers. The Head and Deputy Head monitor pupil 
progress through scrutiny of annual review reports, supporting the setting of individual pupil targets, pupil progress meetings and regular lesson observations. The 
Head and Deputy Head also monitor pupil progress through analysis of Teacher Assessment levels. Pupil progress is analyzed against the benchmark given in the 
National Strategies Progression Guidance 2009-10 and the SSMAG Moderated Guidance. External monitoring is routinely conducted for end of Key Stage 
Assessments (SAT’s); ‘P’ Level assessments and Early Years Foundation Stage Profiles, as well as externally accredited courses. The senior leadership team 
regularly reviews this process.  
 
Resources: 
 
A budget is provided which allows for staff who require training in all or any aspects of assessment, recording and reporting to access relevant courses and 
support. Funding is also required to continue with and develop the SOLAR package. 
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Appendix 1 
 
SOLAR  
 
SOLAR For Schools is an online pupil assessment tracker for children with special needs. It allows us to record pupil 
progress for any assessment framework and upload evidence SOLAR allows us to set targets, create IEPs/EHCPs and record 
behaviour incidents. It can generate progress and moderation files, graphical analysis reports and achievement data 
 
Using SOLAR we can capture in one assessment package the variety of assessments used to capture the holistic progress of our 
pupils.  
 
The SOLAR package allows moderation against assessment such as WS P Steps through the extensive family of schools using the tool 
which is invaluable. 
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Appendix 2 

 
Top ten tips for assessment for learning in SLD schools  

Tip  

Why is it important?  
 

1  

Use the language of learning  It changes the focus from ‘doing’ to ‘learning’.  

The process of learning becomes more explicit.  

It has an effect on the whole culture of the school, affecting what you notice, what you 
value, how you plan, how you behave ...  

2  

Plan backwards  By starting with the end clearly in mind, the destination gives the teaching backwards 
process shape, direction and structure – building up skills and experiences needed.  

An end product might be a piece of work or a set of skills and attitudes.  

It can help to clarify whether an outcome is the purpose of the learning or whether the 
outcome is a way of demonstrating that students have engaged or explored topic.  

 

3  

 

 

 

 

Split the learning intention 

from the context  

 

 

 

Splitting the context from the skill allows you to transfer and practise the same skill in many 
different situations, and curriculum areas.  

If you are clear about the skill you want to develop you can change the context to;  

 motivate the child  
 differentiate the context for different children’s interests  
 adapt resources so everyone can get success  
 whilst giving everyone their entitlement to exploring the same skill/s  
 to take advantage of an unexpected opportunity that has presented itself 
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4  

Develop success criteria  By sharing and developing hints/tips/ ideas for students use as they are doing a 
task/learning activity the student becomes more in control.  
You are really sharing with them explicitly some of the things that may make them more 
successful as they are learning.  

5  

Modelling  Modelling is a very powerful means of teaching.  
Students will pick up behaviours as well as outcomes, if adults model rather than tell them 
what to do.  

6  

Positive learning environment  The surroundings in which learning takes place have an impact on the learners. Some of 
the ‘hidden’ messages in classrooms may sometimes contradict the school’s beliefs.  
Do the learning environments that show the children as crew rather than passengers?  

7  

Promote independence  Learnt dependence will not serve the students well in the long run.  
The idea of support being ‘just enough’ so that the student can take part and achieve and 
keep as much independence as possible. The Goldilocks principle – not too little, not too 
much but just enough.  
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8  

Effective feedback  Effective feedback as the learning is taking place is the most powerful learning tool.  
Ensuring continuous feedback (more like coaching  

9  

Questioning or ‘real 

conversations’  

Questioning is what adults spend a lot of time doing, so it is worth taking some time to 
explore : what kind of questions are being used, how effective they are and whether there 
might be some alternatives.  

10  

What would your 10
th 

one be?  Many of these tips are inter-related.  

Don’t just use ours. Add your own ideas. 

 
 
 
This appendix is taken from the following publication:  
“Top Ten Tips for Assessment for Learning, 
  an alternative approach to writing another policy” 
 
It is written by the Hertfordshire group for assessment for learning within severe learning difficulties. It is available in hard copy and at: www.aflinsld.org. 
Each teacher in school is entitled to a free copy as part of our commitment to this approach. Please see Lynnette Johnson or Lynne Frewin. 
Please check out the website for more info on AFL, it is brilliant. 
 

http://www.aflinsld.org/
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ASSESSMENT and REPORTING GUIDELINES 2023/2024 
 

SEPTEMBER 22 RED PUPIL INFORMATION GIVEN TO TEACHERS FOR DISCUSSION 
BASELINE (POST SUMMER HOLS) SCERTS/ENGAGEMENT MODEL AT START OF 
3RD WEEK OF TERM. 

OCTOBER 22 UPDATE CASE STUDIES POST (RED PUPILS) DISCUSSIONS AND FEEDBACK TO 
SLT ON ACTIONS TO BE TAKEN. 

NOVEMBER 22  

DECEMBER 22 ENGAGEMENT SCALE % DATA TO BE COMPLETED AND SCERTS LEVELS 
UPDATED ON SOLAR.   SUBMIT TO SLT 
LAKESIDE LEVELS TO BE UPDATED ON SOLAR 
UPDATE BEHAVIOUR PLANS 

JANUARY 23 DISCUSSIONS AROUND ANY RED SCERTS/ENGAGEMENT PUPILS 
BASELINE (POST HOLIDAY) SCERTS/ENGAGEMENT MODEL AT START OF 3RD 
WEEK OF TERM 

FEBRUARY 23  

MARCH 23 UPDATE SCERTS/ENGAGEMENT SCALE % DATA AND SUBMIT TO SLT 
UPDATE LAKESIDE LEVELS ON SOLAR 
UPDATE BEHAVIOUR PLANS 

APRIL 23 BASELINE (POST EASTER HOLS) SCERTS/ENGAGEMENT MODEL AT START OF 
3RD WEEK OF TERM. 

MAY 23  

JUNE 23 UPDATE ALL PEN PICTURES READY FOR TRANSITION 
UPDATE ALL BEHAVIOUR PLANS READY FOR TRANSITION 

JULY 23 UPDATE EARLY YEARS LEVELS FOR EY PUPILS AND SUBMIT TO SLT 
UPDATE LAKESIDE LEVELS ALL PUPILS AND SUBMIT TO SLT 
UPDATE ROUTES FOR LEARNING IF APPLICABLE AND SUBMIT TO SLT 
UPDATE SCERTS/ENGAGEMENT SCALE % DATA AND SUBMIT TO SLT 
UPDATE CASE STUDIES 

 
 
 



Lakeside School Assessment Recording and Reporting Policy                                                                                                                                                                                             Rev 2024 LF 

 12 

 
 

● Baseline all new pupils within 6 weeks (Lakeside levels/Early Years Levels/SCERTS/RFL/Engagement Model) 
● Initial target setting for new pupils within 8 weeks 
● Primary pupils to be assessed additionally on leaving department (Lakeside levels), if moving mid year.  
● Photo/Message to be sent to parents/carers via Marvellous Me, 1 per pupil per week. 
● Annual Pupil Progress Meetings with SLT/SALT to be held min 5 weeks prior to review meeting date.  At these meetings IEP targets, SCERTS, 

Lakeside levels, EY Steps, RfL, Engagement Model & Case Studies will be reviewed and new targets set including SALT (teachers to update data 
before PPM), complete PPM Template and bring to meeting with RAGB ratings, together with Solar/Case Study print out. Please arrange PPMs with 
the appropriate person (LJ, LF or SG). 

● Teachers to give LF a paper copy of the PPM front sheet after the meeting, save PPM document into relevant Reviews & Targets folder, and 
copy/paste document into the case study. 

● Reba to add new IEP targets to Solar within 2 weeks of review meeting.  A new IEP document will be created after each review. 
● At end of Key Stage Teachers to meet with LF to make Pre Key Stage Standard Assessment judgements for submission to DofE. 

 
 
 
 


