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MARKING AND PRESENTATION POLICY

Purpose and Aims of the Marking and Presentation Policy
Assessment for learning is a vital part of raising pupil achievement. Purposeful feedback encourages children to focus on improving their work as recommended by the teacher’s comments. A focus on presentation ensures children take pride in how their work is laid out and presented. 
The first purpose of this policy is to make explicit how teachers mark children’s work and provide feedback. The second purpose is to make explicit how children layout tasks in all subjects. This guarantees work is presented in a clear and coherent manner. A marking and presentation policy helps to promote consistent standards of marking and layout. There should be collegiately among all staff at St. Oliver Plunkett P.S when marking and presenting work. All members of staff are expected to be familiar with the policy and to apply it consistently.
It is important to provide constructive feedback to children, focusing on success and improvement needs against learning intentions. This enables children to become reflective learners and helps them to close the gap between what they can currently do and what we would like them to be able to do. 

· Marking indicates teacher satisfaction and expectations (positive reinforcement). 

· Marking indicates strengths and weaknesses (diagnostic) and how the child can improve performance. 

· Marking is an effective way of keeping the child focused on agreed targets and encourages self and peer-assessment and self-correction. 

· Marking demonstrates the value and respect teachers have toward children’s efforts. 

· Marking provides an indication to parents about their child’s progress. 

· Marking focuses attention on how well children have accomplished the learning intention for each lesson. 

At St. Oliver Plunkett, marking will take on several forms: 
· Formative: the positive achievements of pupils will be recognised. 
· Diagnostic: the strengths and weaknesses of pupils may be recognised.
· Summative: the overall achievements of pupils may be recorded in a systematic way. 
· Evaluative: the information gained by teachers about pupils’ achievements can be used to inform future curriculum planning and resource decisions.

Assessment for Learning
The Five Key Actions of Assessment for Learning according to the Northern Ireland 

Revised Curriculum is as follows: 
1. Sharing Learning Intentions 
Agreed learning intentions give students a deeper understanding and ownership of their own learning process. This brings increased motivation and the desire to stay on task for a longer period of time. 
2. Sharing and Negotiating Success Criteria 
Created by pupils or in conjunction with teachers, clear success criteria aid self- assessment and helps identify the steps needed to complete a task. Learning intentions and success criteria should be displayed in the classroom and used by both teachers and children throughout the lesson. They are essential in the plenary of the lesson as they allow children the opportunity to reflect on their learning. 
3. Feedback 
This is essential for effective learning and teaching. Strategies such as ‘2 stars and a wish’, comment-only marking or providing prompts for improvement, can help plan the next steps in learning. Written feedback does always need to be given as verbal feedback is also useful in all Key Stages, especially Foundation and Key Stage One. 
4. Effective Questioning 
Using more open-ended questions, giving more thinking time, using the think - pair - share strategy and so on can help pupils feel more confident to put forward new ideas, think out loud, explain their reasons and explore their understanding. 
5. How Pupils Reflect on their Learning 
(Peer and Self-Assessment) 

Allows pupils to reflect on what they have learnt and how they have learnt it. Using strategies such as smiley faces (Foundation/Year 3) or useful thinking prompts (Year 4 – 7) can encourage pupil self-evaluation. Two stars and a wish allow pupils the opportunity to reflect on the work of a peer and identify areas of strength and improvement. 
Implementation
With these five points in mind, we at St. Oliver Plunkett Primary School have agreed upon the following approaches towards marking. 
Whole School Beliefs about Marking 
· Marking needs to be completed regularly, kept up-to-date and promptly returned to pupils. 

· Pupils need to understand marking codes, both the criteria for marking as well as the comments awarded. 

· Marking should include a combination of written comments, ticks and verbal feedback. The comments should not be too cursory. They need to be encouraging, but not merely congratulatory. It is particularly important that the comments tell pupils how to improve their work. At St. Oliver Plunkett we do this in the form of the Star and Wish system. 

· In the Foundation Stage and Key Stage 1, marking should relate to the learning intention of the lesson (W.A.L.T.) and the success criteria set (Remember…) 

· In Key Stage 2 and whenever possible, marking should relate to the learning intention (L.I) of the lesson and the success criteria set (S.C).
· The amount of marking should be manageable for teachers. We are aiming for quality not quantity. While all pieces of marked work may not receive a written comment, all pieces of work will be assessed and marked to the same standard. 
Key Stage Approaches
The following guidelines are minimum requirements and all teachers are expected to adhere by them. 
All subjects: Red pen should not be using for marking. Any other colour is acceptable.
Literacy

Foundation 
· Teachers should place written feedback on at least every third piece of work, unless otherwise needed. 

· All other work in between should be marked and dated. 

· Comments should be linked to the learning intention (W.A.L.T.).

· Use a dot to indicate an error.
· Written feedback and a comment must be given to explain or to advise on an error.
· Assistants can dot and date work. 

· Verbal feedback will be given when and where necessary. When verbal feedback is given, the letters V.F., and date should be written. You do not have to include the feedback given to the child.
· All written comments are to be printed (not cursive).

· Ensure that there is at least one peer and one self- evaluation in each 6 weekly planning cycle. This should be highlighted in weekly planner.  This can be done orally. 
Key Stage 1 and 2
· Teachers should place written feedback on at least every third piece of work, unless otherwise needed. 
· All other work in between should be marked and dated. 

· Comments should be linked to the learning intention (W.A.L.T.) or (L.I).

· Written feedback and a comment must be given to explain or to advise on an error.  There must be evidence of modification and correction, following teacher comment. The nature of this modification and/ or correction will at to teacher discretion and should not encroach on lesson/teaching time. 
· Ensure the final piece of writing in the writing focus is marked with a detailed two star and a wish comment. The final piece must be punctuated and the correct spelling and grammar used.

· Use a dot to indicate an error.
· Verbal feedback will be given when and where necessary. When verbal feedback is given, the letters V.F., and date should be written. You do not have to include the feedback given to the child.
· Comments should be written clearly, in a legible style. 
· Ensure that there is at least one peer and one self- evaluation in each 6 weekly planning cycle (Grammar and Writing). This should be highlighted in weekly planner.  The Cornerstones Self-Assessment Pro forma should be used at the end of each writing genre.
N.B
‘Well done,’ ‘Very good,’ ‘Excellent,’ or ‘V.G,’ on their own, are not considered constructive feedback. These types of comments need to be extended and linked to the learning intention of the lesson. 
Numeracy

Foundation 
· Teachers should place written feedback on at least every third piece of work, unless otherwise needed. 

· All other work in between should be marked and dated. 

· Comments should be linked to the learning intention (W.A.L.T.).
· Written feedback and a comment must be given to explain or to advise on an error. 
· Use a dot to indicate and error.
· Assistants can dot and date work. 

· Verbal feedback will be given when and where necessary. When verbal feedback is given, the letters V.F., and date should be written. You do not have to include the feedback given to the child.
· All written comments are to be printed (not cursive).
· Ensure that there is at least one peer and one self- evaluation in each 6 weekly planning cycle. This should be highlighted in weekly planner.  This can be done orally. 

Key Stage 1and 2
· Teachers should place written feedback on at least every third piece of work, unless otherwise needed. 

· All other work in between should be marked and dated. 

· Comments should be linked to the learning intention (W.A.L.T.).

· Written feedback and a comment must be given to explain or to advice on an error.  There must be evidence of modification and correction, following teacher comment. The nature of this modification and/ or correction is at teacher discretion and should not encroach on lesson/teaching time.
· Use a dot to indicate an error.
· Verbal feedback will be given when and where necessary. When verbal feedback is given, the letters V.F., and date should be written. You do not have to include the feedback given to the child.
· Comments should be written clearly, in a legible style. 

· Pupils can, on occasion correct their own work or exchange work with a partner. This should always be checked and dated by the teacher. 

· Ensure that there is at least one peer and one self- evaluation in each 6 weekly planning cycle. This should be highlighted in weekly planner.  
World Around Us (WAU)

Foundation
· Topic work should be marked in a similar manner to Literacy and Numeracy.
Key Stage 1and 2
· All work should be marked and dated.
· At least one ‘Two Stars and a Wish’ comment should be completed per topic. This can be done at any time during the topic. 
· Ensure that there is at least one peer and one self- assessment per topic. This should be highlighted in weekly planner.  
Homework
Foundation
· Homework books should be marked weekly and a written comment should always be made. 

Key Stage 1 and 2
· Teachers should mark homework daily or as soon as possible.  

· Teachers should place written feedback on at least every third piece of work, unless otherwise needed. 

· All other work in between should be marked and dated. 

· Comments should be linked to the learning intention (W.A.L.T.) or (L.I).

· Written feedback and a comment must be given to explain or to advise on an error.  There must be evidence of modification and correction, following teacher comment.

· Use a dot to indicate an error.

· Pupils can, on occasion correct their own work or exchange work with a partner. This should always be checked and dated by the teacher. 

Self and Peer Assessment
All teachers use self and peer assessment across the curriculum areas. The children are able to assess their work by compiling a list of success criteria at the beginning of the lesson with the teacher and checking their work against these criterion when they have finished. This will be done in the form of ‘Remember …’  in Foundation Stage and Key Stage One and in the form of ‘S.C’ (Success Criteria) in Key Stage Two.
Foundation/Year 3
Self-Assessment
· Teachers at St. Oliver Plunkett have decided upon the use of the smiley face system to help the children self-evaluate their work. They may indicate their level of confidence in a topic by using an appropriately coloured smiley face. 
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Peer Assessment
· Peer assessments can be completed verbally. They should be marked as such using the ‘Peer Assessed’ Stamper.
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Frequency of Self and Peer Assessment

· Opportunities for peer and self-assessments should be recorded on planners. 
· Peer and self-assessment may not always be pre planned and will depend on the direction a lesson has taken. 

· Each teacher with in the year band does not need to choose the same piece of work to use for peer and self-assessment. The piece of work should be chosen based on what the teacher has noted from their individual lesson.

· Ideally peer and self-assessment should be completed as close to the end of a lesson as possible, to ensure children are able to reflect properly on their learning. 
· At least one peer assessment and one self-assessment should be completed during each six weekly teaching cycle, in Literacy (Grammar and Writing), Numeracy and the World around Us. 
· Year 3 - The Cornerstones Self-Assessment Pro forma should be used for self-assessment at the end of each writing genre.

Year 4 – 7
Self-Assessment
· Teachers at St. Oliver Plunkett have decided upon the use of the pupil’s comments stamper to help the children self-evaluate their work. They may indicate their level of confidence in a lesson by answering Yes or No to each statement. 
· Children should justify their final comment using a short bullet point. 
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Peer Assessment

· Peer assessments should be completed using the ‘Two Stars and a Wish’ pro forma. This can be edited by staff where necessary to suit each task.
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Frequency of Self and Peer Assessment

· Opportunities for peer and self-assessments should be recorded on planners.

· Peer and self-assessment may not always be pre planned and will depend on the direction a lesson has taken. 

· Each teacher with in the year band does not need to choose the same piece of work to use for peer and self-assessment. The piece of work should be chosen based on what the teacher has noted from their individual lesson.

· Ideally peer and self-assessment should be completed as close to the end of a lesson as possible, to ensure children are able to reflect properly on their learning. 
· At least one peer assessment and one self-assessment should be completed during each six weekly teaching cycle, in Literacy (Grammar and Writing), Numeracy and the World around Us. 
· The Cornerstones Self-Assessment Pro forma should be used for self-assessment at the end of each writing genre.
I.E.N / S.E.N Staff

· Ideally, IEN/SEN staff should follow the marking codes put in place that are specific to their subject area.

· Peer and self-assessment should be completed as close to the end of a lesson as possible, to ensure children are able to reflect properly on their learning. 
· At least one peer assessment (verbally - using peer assessment stamper or written using pro-forma) and one self-assessment (smiley face stamper and pupil comment stamper) should be completed during each six weekly teaching cycle, in Literacy and/or Numeracy.

· Due the nature of small group teaching and time constraints, each lesson may not lend itself to completing peer and self-assessment. Teachers should endeavour to use marking approaches appropriate to the year group they are withdrawing.
Should Spelling, Grammar and Punctuation be corrected in all Subjects?
· If we are marking towards the learning intention and success criteria for the lesson, spelling, grammar and punctuation will not be corrected in all pieces of work. Indeed, correcting every error would be extremely time consuming. 
· In literacy, the ‘wish’ should always be linked to the success criteria of the lesson as opposed to grammar, spelling and punctuation.

· However, it would be likely that the spelling, grammar and punctuation would be touched upon in the “wish” if the error is consistent. Teacher discretion should be used in this case. 

· Similarly, if a child has consistently spelt an important key word incorrectly, it should be corrected e.g. when studying the topic of electricity in WAU lessons, children would be expected to spell the technical vocabulary correctly (conductor, insulator, current etc.).
· If not touched upon in the wish, a separate note can always be added in Literacy books regarding spelling, grammar and punctuation if the error is consistent. Teacher discretion should again be used in this case.
Monitoring

How will marking in the school be monitored? 
Marking will be monitored through book lifts carried out by the Principal, Vice-Principal, subject co-ordinators or key stage co-ordinators each term.

Marking Code – Literacy 
There are three marking codes in place that will be available for all staff to use. Each marking code shows progression and reflects the age and ability of each pupil. It should be placed inside the front of all Literacy based books and displayed in the classroom. Children should be aware of the meaning of each code and encouraged to check each piece of work as it is returned to them.
The following is expected to be adhered to by all teachers. 
Foundation
In the Foundation stage the marking code that is placed in books is aimed more at parents, than pupils. 

	Errors
	Explanation

	Spelling 
	The relevant spelling should be underlined and the correct spelling written above the word. If it is a high frequency word, it should be written underneath by the pupil.

	Punctuation
	Insert missing punctuation into the sentence.

	Capital Letter
	Insert capital letters if they are missing at the start of a sentence or when a proper noun is used. 

	
	

	Teacher Assisted (T.A)
	End of work / task

	Classroom Assistant Assisted (C.A)
	End of work / task

	Verbal Feedback Given (V.F)
	End of work / task


Year 3
	Errors
	Explanation

	Spelling 
	The relevant spelling should be underlined and the correct spelling written above the word.  If it is a high frequency word or a sentence dictation error, it should be written underneath three times.

	Punctuation 
	Insert missing punctuation into the sentence.

	Capital Letter
	Insert capital letters if they are missing at the start of a sentence or when a proper noun is used. 

	Full stop
	The absence of a full stop should be identified by the use of  . at the end of the sentence. 

	
	

	Teacher Assisted (T.A)
	End of work / task

	Classroom Assistant Assisted (C.A)
	End of work / task

	Verbal Feedback Given (V.F)
	End of work / task


Year 4 – 7
	Code
	Meaning
	Code Explanation and Guidance

	sp
	Spelling
	Spelling mistakes should be identified by the use of sp written in the margin and the relevant error underlined. The correct spelling should be written at the bottom of the piece of work and the correct spelling written underneath three times by the pupil. The frequency of the use of sp. in a piece of work is at the teacher’s discretion. 

	gr
	Grammar
	Grammatical errors should be identified with the use of gr written in the margin and the relevant error underlined. The frequency of the use of gr in a piece of work is at the teacher’s discretion.


	p
	Punctuation 
	Missing punctuation (apostrophe, speech marks, comma, question mark, exclamation mark etc.) should be identified by the use of p written in the margin and the error inserted into the sentence. Frequency of the use of p by the teacher is as above.

	c
	Capital Letter
	Capital letters should be identified by the use of a c written in the margin and the relevant error underlined. Frequency of the use of c by the teacher is as above.

	o
	Full stop
	The absence of a full stop should be identified by the use of o drawn at the end of the sentence. 

	· 
	Correction
	After answer.

	pres
	Presentation
	Poor presentation/handwriting should be highlighted by the use of pres written in the margin. 

	NP
	New Paragraph
	Margin or where necessary.

	

	T.A
	Teacher Assisted
	End of work / task

	C.A
	Classroom Assistant Assisted
	End of work / task

	V.F
	Verbal Feedback Given
	End of work / task


Marking Code – Numeracy
 This marking code should be placed inside the front of all Numeracy based books and displayed in the classroom. Children should be aware of the meaning of each code and encouraged to check each piece of work as it is returned to them.
The following is expected to be adhered to by all teachers. 
Year 3

	Errors
	Explanation

	Spelling 
	The relevant spelling (mathematical language) should be underlined and the correct spelling written above the word.  

	
	

	Teacher Assisted (T.A)
	End of work / task

	Classroom Assistant Assisted (C.A)
	End of work / task

	Verbal Feedback Given (V.F)
	End of work / task


Year 4 – 7

	Code
	Meaning
	Code Explanation and Guidance

	sp
	Spelling
	Spelling mistakes when spelling mathematical language should be identified by the use of sp written in the margin and the relevant error underlined. The correct spelling should be written at the bottom of the piece of work and the correct spelling written underneath three times by the pupil. The frequency of the use of sp. in a piece of work is at the teacher’s discretion. 

	· 
	Correction
	After answer.

	pres
	Presentation
	Poor presentation/handwriting / layout should be highlighted by the use of  pres written in the margin. 

	

	T.A
	Teacher Assisted
	End of work / task

	C.A
	Classroom Assistant Assisted
	End of work / task

	V.F
	Verbal Feedback Given
	End of work / task


Key Stage Approaches to Presentation

It is expected that all teachers adhere to the following:
Literacy

Foundation
· Teacher chooses layout appropriate to task.

· WALT stickers to be placed on all pieces of work or printed at the top of each worksheet. 
Year 3
· Line ruled across the top of the page.
· Date written in words on right hand side of the page.
· A new page does not have to be taken for each piece of work. If there is considerable space left on a page, children can draw a line and start the new piece of work below. 
Year 4 – 7
· Date written in words on right hand side of the page, on the first line down. Date should be underlined. 
· Skip a line - Title to be written on the centre of the next line and underlined.
· Skip a line – L.I to be written on the next line. (Year 5- 7 only)

· Additionally for the final writing task pupils should write the Success Criteria.

· If the same Learning Intention applies to more than one piece of work a title is suffice. 

· A new page does not have to be taken for each piece of work. If there is considerable space left on a page, children can draw a line and start the new piece of work below. 
Numeracy

Foundation

· Teacher chooses layout appropriate to task.

· WALT stickers to be placed on all pieces of work or printed at the top of each worksheet. 
Year 3

· Line ruled across the top of the page.

· One digit per square.

· Title written on each page.

· Date written in words
· A new page does not have to be taken for each piece of work. If there is considerable space left on a page, children can draw a line and start the new piece of work below. 
Year 4 – 7

· Line across the top, margin on side, parallel lines down the middle of the page where appropriate.

· Date written in figures across the line at top.

· Skip a line - Title to be written on the centre of the next line and underlined.
· Skip a line – L.I to be written on the next line. 
· One digit per box. 
· If the same Learning Intention applies to more than one piece of work a title is suffice. 
· A new page does not have to be taken for each piece of work. If there is considerable space left on a page, children can draw a line and start the new piece of work below. 
World Around Us
Foundation
· Teacher chooses layout appropriate to task.

· WALT stickers to be placed on all pieces of work. 
Year 3
· Line ruled across the top of the page
· Date written in words on right hand side of the page.
· A new page does not have to be taken for each piece of work. If there is considerable space left on a page, children can draw a line and start the new piece of work below. 
Year 4 – 7
· Date written in words on right hand side of the page, on the first line down. Date should be underlined. 
· Skip a line - Title to be written on the centre of the next line and underlined.
· Skip a line – L.I to be written on the next line. 
· If the same Learning Intention applies to more than one piece of work a title is suffice. 
· A new page does not have to be taken for each piece of work. If there is considerable space left on a page, children can draw a line and start the new piece of work below. 
Homework
Foundation
· Teacher chooses layout appropriate to task.

Year 3
· Line ruled across the top of the page
· Date written in words on right hand side of the page.
· Skip a line - Title to be written on the centre of the next line and underlined.
· A new page does not have to be taken for each piece of work. If there is considerable space left on a page, children can draw a line and start the new piece of work below. 
Year 4 – 7
· Date written in words on right hand side of the page, on the first line down. Date should be underlined. 
· Skip a line - Title and/or learning intention to be written on the centre of the next line and underlined.
· Skip a line - Title to be written on the centre of the next line and underlined.
· Skip a line – L.I to be written on the next line. (Year 5- 7 only)
· If the same Learning Intention applies to more than one piece of homework a title is suffice. 
· A new page does not have to be taken for each piece of work. If there is considerable space left on a page, children can draw a line and start the new piece of work below. 

Peer assessment by _________________


I liked ______________________________________________________________________________________________________________________________


I liked ______________________________________________________________________________________________________________________________


To improve, they could ______________________________________________________________________________________________________________________________





Date of Review: January 2015


Date of next review: September 2015


Ratified by Governing Body: _______
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