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Scots College Prep School 
 

ASSESSMENT  AND REPORTING POLICY 
 
 
Introduction 

 

Assessment is central to the Primary Years Programme (PYP) goal of thoughtfully and effectively supporting 
students through the acquisition of subject-specific knowledge and skills, the understanding of concepts and the 
development of approaches to learning.  

(Assessment in the Primary Years Programme, 2020) 
 
The primary  purpose  of assessment is to inform teaching practices and improve  student  learning. 
Information collected  through  assessment helps teachers  to determine  students' strengths  and 
weaknesses in their achievement of the expectations in all areas  of the curriculum.   It   identifies what 
students  know, understand,  can do, and feel at different stages in the learning process.This  information 
guides  teachers  in adapting  curriculum and instructional  approaches to students' needs  and in assessing 
the overall effectiveness  of programmes and classroom  practices. 

 

 
Students  and teachers  should be actively engaged in assessing the students'  progress as part of the 
development of their wider critical-thinking and self-assessment skills. Teachers need to be mindful of the 
particular learning outcomes on which they intend to report, prior to selecting or designing the method  of 
assessment. They need to employ techniques for assessing students'  work that take into account  the 
diverse, complicated  and sophisticated ways that individual students  use to understand experience. 

 
By providing students  with authentic  assessments and timely, positive  and meaningful  feedback,  they 
have  the greatest  opportunity   to develop  into the 'All round man' and become  responsible  global 
citizens with the knowledge,  skills and confidence  they need to succeed in a rapidly changing  society. 

 

Policy 
 
Assessment  will be an integral  part  of the  teaching  and  learning  process,  with a common language  of 
assessment facilitating effective communication within the school  community. 

 

Ongoing  assessment data  gathered  during the learning  process,  will drive differentiated  instruction  and 
interventions, as we aim for exemplary  levels of learning. 

 
Assessment  practices  will be in line with the International  Baccalaureate  assessment  policy and relate to the 
learning outcomes determined by the respective curriculum statements and departmental policies which will 
include a range of assessment types, including formative, diagnostic and summative  testing. 

 
 

ASSESSMENT  PROCEDURES 
 

It is essential  that the assessment of student  progress  is viewed  as a community  responsibility  with 
teachers,  students,  parents  and administrators working together  in the best interest  of each  and every 
student.  Assessment,  in the first instance,  occurs  in classrooms using a range  and balance  of strategies. 
Each student's individual  situation  will be taken  into account  and evaluated  accordingly.  Students  are 
seen  as individuals  having a variety  of educational or social needs  that must be addressed through  
adaptations or alternative  approaches to both teaching  and assessment. 

 
The following procedures will ensure assessment  is meaningful, authentic and consistent  throughout  the 
Prep school: 
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•  Teachers will use a variety of assessment  strategies  both formative and summative to provide 
feedback on the learning process 

•  Teachers will report on  assessment using report  cards, parent-teacher conferences, student -led 
conferences, and anecdotal notes 

• Various assessments will be completed  during the year across all year levels in the school eg, 
Running records (PM/PROBE),  Spelling (Schonnel), Writing, Numeracy project (JAM/NUMPA) 

• Rubrics, exemplars,  anecdotal records,  checklists, continuums,  and portfolios will be used to record 
students'  responses  and performances as a means of authentic assessment 

• Portfolio requirements: Seesaw will be the platform for our portfolios, with pieces of student work being 
updated regularly.  Portfolios are constructed and utilized to show growth over time for students, teachers,  
and parents.  A range of pieces will be in the portfolio spanning the curriculum emphasising balance in 
academic,  arts, cultural and sporting. 

• Unit of Inquiry summative  assessments will assess the conceptual understandings within central 
ideas. 

• Student records of assessment will be readily available for discussion with other teachers  and parents 
when available 

• Regular opportunities for staff professional development on assessment  procedures and best 
practices  will be provided 

• Appropriate  arrangements will be made for assessments for students with special learning needs or in 
cases where a student is unable to complete  the assessment due to extenuating  circumstances 
provisions will be made eg. Extended time, Reader/Writer etc 

 
Assessment Roles and  Responsibilities 

 

Teachers 
 
Teachers are expected to develop  a clear assessment plan in all subject  disciplines, they should: 

 
• Focus on what  is essential  for learning 
• Develop  a clear assessment plan for all learning across the curriculum 
• Establish suitable criteria  for year level expectations 
• Ensure  assessment is an ongoing  cumulative  process  showing  the student's learning  journey 
• Share  success  criteria with students  and ensure  it is well understood by students  before  they 

begin  tasks 
• Ensure  all students  understand how to complete   assessment tasks  and know the purpose  of the 

assessment 
• Maintain  accessible  records  of assessment for all stakeholders 
• Keep samples  of students' work that  provide  evidence  of their achievement and to compare 

progress  over time 
• Ensure  assessments are fair to all students  and meet  various learning  needs  and styles 
• Allow students to give further evidence  of their learning  in other  ways if their outcome of a task is 

not indicative  of their understanding. 
• Explicitly teach  students how to accurately  assess  their own and their peers learning  and how to 

develop  learning  goals and strategies 
• Use the assessment data  as one piece  of evidence  and  verify it with other data  and assessment 

task 
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Students 
 

• Be proactive  in accelerating personal  learning  or seeking  advice  and support 
• Reflect on personal  learning,  identify strengths  and  needs  and independently seek support  if 

needed 
• Initiate new learning  experiences 
• Demonstrate attributes  of the Learner  Profile 
• Participate  actively  in parent-teacher  conferences when  requested 
• Value the differences  in other students  abilities 

 
Parents 

 
• Acknowledge   the specific learning styles, strengths and needs  of their son 
• Actively seek feedback  from the Classroom  Teacher and Specialists 
• Become  familiar with the Prep School  Assessment and Reporting  policy 
• Participate  in Learning  reviews with an open  mind, using constructive  and positive language 
• Support  their son  at home,  as advised  by the school  staff and outside professionals 

 
Principals, Deans & PYP Coordinator 

 
• Communicate expectations  of the Prep School  Assessment and  Reporting  policy to the school 

community  and monitor  and evaluate  its implementation 
• Ensure  that staff are following the policy and  procedures 
• Collect feedback  from all stakeholders and review  with an open  mind before making  decisions 
• Regularly review  the Prep School  Assessment and Reporting  policy in order  to reflect the 

changing  needs  of the School community 
 
 

How  Do We Assess in the  Prep  School at Scots? 

Standardized Tests 

When students enter  the school they complete the 5 Year School  Entry Assessment. The assessment 
collects information on the skills, knowledge  & understanding of children  entering  the NZ school  system. 
It includes numeracy, literacy, oral retelling, motor skill development and provides  an overview  of their 
readiness to learn in the school  environment. 

 

In Year 2 when a boy reaches the age of 6 they complete a 6 Year Net Assessment. This is an 
observational survey of early literacy achievement. It includes hearing  and rereading sounds  in words, 
word  reading, writing vocabulary, letter  identification  and concepts about print 

 

Years  3 to 6 participate  in the Progressive  Achievement  Tests  (PAT); reading vocabulary & 
comprehension, mathematics and listening; the purpose  being  to compare  Prep student achievement 
levels with other  children nationally.   Teachers evaluate  the results as a means  of reflecting  on their 
teaching and learning  programme and identify possible strengths  and  weaknesses of individual 
students.   

 

Assessment within Teaching and  Learning 
 

The focus is on formative  assessment  as a means  of improving  student  learning. Considered as 
'assessment  FOR learning' it cannot  be separated from teaching and learning,  as explicit feedback 
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focused  on the individual student  is the key to student  achievement. Engaging  in formative  assessment 
means  giving continual,  descriptive  feedback  directly  related  to the task in order  to assist  students to 
understand where  they are going, where  they are at a given time and how to close the gap. Teachers 
need  to establish  a classroom  climate  that is cooperative rather  than competitive,  where  teachers and 
students  are  partners  in the learning  process. Students  need  to feel safe and comfortable  to both give 
and  receive  constructive  feedback. 

 

Self  Assessment 
 

Pupils can only achieve  a learning  goal if they understand that goal and  can assess  what they need  to 
do to achieve  it. So self-assessment  is essential  to learning. Teachers must  guide students  through  the 
process of learning  to self-assess through  specific  teaching  and learning  experiences within the context 
of meaningful  content  and self assessment contexts.  Self assessment has benefits to both  teacher  and 
student  as unlike other assessment data  it gives the teacher  an insight into the student's own  beliefs 
about  their learning  and  performance. 

 

Peer  Assessment and  Peer  Feedback 
 

Utilising peer assessment and feedback  allows students  to evaluate  and determine  another  student's level 
of achievement. This process  allows for students  to  give each other  advice  on how to improve  the 
quality of work and also assists in setting a consistent standard across  the class and helps students refer 
back to the expectations set out prior to the assessment. Feedback  usually refers to what has been  done 
well in relation  to success  criteria, what needs  to be done in order  to meet  the success  criteria, and 
advice  on how to achieve  that improvement. 

 
 
 
UOI 

 

PYP Essential Elements 
 
The following  are assessed throughout  the teaching  and learning  programme 

 
1.  Knowledge and skills 

 
2.  Understanding of concepts 

 
3.  Development of approaches to learning 

 
Student  reflections  and  teacher  observations are documented during various times throughout  the year. 
These  records show  the development and demonstration of the targeted  elements  over  time, for both 
spontaneous and  planned  activities. 

 

Learner  Profile 
 

It is a requirement of the International   Baccalaureate that teachers,  on behalf of students,  assess  and 
report  on progress  in the development of the attributes  of the learner  profile. This may be done  in the 
form of self and  peer assessment, as the basis for learning  reviews,  and /or in portfolios  and  w r it t en 
progress  re ports. 

 

The  Exhibition 
 
The Exhibition is the culminating  project  for the IB Primary  Years Programme.  It requires  students to 
synthesize  their knowledge  and  understanding  and to apply it in a self-directed  inquiry. The  Exhibition 
provides  an authentic  summative  assessment of the  Primary  Years Programme and so is applicable  for 
Year 6 students  only. 
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REPORTING PROCEDURES 
 

Reporting  is an integral  part of the learning  pro cess  and is used  as a means  of providing  feedback  from 
assessment. It is meant  to foster cooperation in the student's learning  process.  Reporting  provides 
feedback  from assessments, which give insight into individual achievements and strengths,  identifies 
areas  of growth  and offers recommendations for future development  of the student. It is essential, 
therefore,  that the reporting  of student  progress  is viewed  as a community  responsibility  with teachers, 
students  and parents  working  together  in the best  interest  of every  boy.  A range  of reporting  methods 
allow students  to be an integral  part of the process  while encouraging them to be reflective  learners 
who  strive to extend  their learning. 

 

Policy 
 

At Scots Prep School, student  progress  is reported in a range  of ways (eg.  parent conferences, 
student led  conferences, Portfolios, written reports) providing a clear, consistent and fair 
representation of student  knowledge and understanding determined by established  learning outcomes. 

 
 
 

Reporting Roles and  Responsibilities 
 

Teachers 
 

• Maintain  security  and confidentiality  of information 
• Be positive  and constructive 
• Assist students  learning  how to self-evaluate  and  report  on their process 
• Provide  timely and appropriate feedback  to students  and parents 
• Inform  parents  of students' progress  on a regular  timely basis as required 
• Review progress  with the student  and set goals 

 
Students 

 
• Be accountable during the self-assessment process 
•  Reflect on report  comments and set realistic  and appropriate goals to improve knowledge and 

understanding 
 

Parents 
 

• Be aware  of Prep School assessment and reporting  policy and procedures 
• Be open-minded and  prepared  to listen to all points  of view 
•  Share insights  that may help teachers  meet  the needs  of their child but maintain  a realistic 

perspective of their child's abilities 
• Discuss results with their child and celebrate  achievements and progress 
• Support  their child in setting  goals for future learning  and progress 
• Attend  conferences and collaborate with teachers and/or student  to identify strengths and 

areas  for improvement 
 

Principals, Deans & PYP Coordinator 
 

• Ensure  reporting  procedures are transparent to all stakeholders 
• Update  the Reporting  Style Guide as required 
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How  Do We Report  Student Achievement in the  Prep  School at  Scots? 
 
Goal Setting Conference 

 
Goal Setting conferences are an excellent  way to keep  everyone  informed  and allow children to see the 
most  significant  adults in their lives showing  an interest  in their learning  and demonstrating a 
commitment to supporting  them. The Goal Setting Conference,  conducted in term 1 each  year, has 
a sharing key learning milestones and  assessment as well as focus on goal setting based  on the 
needs  of the student  as seen  by the student,  parents  and teachers. 

 

Student-led  Learning Conference 
 
The Student-led   Learning  Conference engages  the student  fully in their own learning  and progress. 
They  provide  the opportunity  for students  to reflect carefully on their learning  styles,  habits, and growth 
and allow them  to set personal  learning  plans or goals. The  child is no longer  just a product  of their 
classroom  environment but a fully active  participant  in their own learning  and on the way to becoming 
a lifelong learner.  The conference empowers them  to independently plan what they are going to share 
to reflect their learning journey and celebrate  the success  they have had with their parents. 

 

Portfolios 
 
All students in the  Prep  school keep  and  maintain  a portfolio on Seesaw. The portfolio  contains  a 
variety  of examples  of the students'  work from all areas  of the curriculum.   Students  reflect on each  
piece  and use the Seesaw  as a learning tool. The Portfolio will look slightly different at each year level 
based  on the age and stage  of the student. 

 

Progress Reports 
 

Formal  written  Progress  Reports  are issued  twice per year  to show  overall effort and academic 
achievement in the curriculum  areas  of: Language (English and  Te Reo Maori), Mathematics,  
Unit Of Inquiry, Religious Education,  PE and the Arts (Music and Visual Art). The report  consists of a 
comment for each subject as well as an Achievement  grade  and an Effort grade. These reports should be 
shared  with the students at home so that they are aware  of their progress  and can set realistic goals 
based  on their achievement across  the curriculum. 

 
Reporting Timeline 

 
Just as assessment is ongoing,  reporting  student  progress  and development should  be too.  Students 
and parents  receive  regular feedback  from teachers regarding  academic progress  and commitment as 
well as personal  and social development. Communication is ongoing  particularly  where  a pattern  of 
difficulty is noted,  whether  academically,   emotionally  or socially. Below is an outline of the reporting 
timeline across the Prep school for a year outside of informal meetings between  parents and teachers. 

 
• Term 1- Goal Setting conference,  Portfolio 
• Term  2- Written Progress Report, Portfolio 
• Term 3- Parent conference  (students with concerns  only), Portfolio 
• Term  4- Student led conference,  Written Progress Report, Portfolio 

 
 
 
Policy Review 

 
This policy will be reviewed bi-annually by the Prep School  Leadership  Team  in consultation  with the 
Timetable  and Curriculum committee and other staff. 



 

GLOSSARY 
 
Assessment Strategies 

 
The ways in which educators collect data about student achievement and performance.  These can 
include: 

 
-  Observation 

 
-  Process-focused 

 
-  Selected response 

 
-  Open-ended task 

 
-  Test/Quiz 

 
-  Portfolio 

 
-  Performance task 

 
-  Transdisciplinary  Skills assessment 

 
 
 
Assessment Tools 

 
Assessment tools are the ways in which educators record student assessment data and include: 

 
-  Rubrics – holistic, analytic, developmental 

 
-  Anecdotal records 

 
-  Continua 

 
-  Checklists 

 
 
 
Authentic Assessment 

 
Focuses on real-life issues or events and is intended for real audiences. Usually results in a product or 
performance. Students generally apply their understanding in a new context and demonstrate a range of 
important learning objectives. Students are actively involved in making choices about the assessment. 
Authentic assessments require students to be effective performers with acquired knowledge through a 
full array of tasks that prepare them for the priorities and challenges of the world around them. 

 
 
 
Formative Assessment 

 
Ongoing and regular assessment used during the teaching and learning process in order to improve 
student learning. Often referred to as “assessment FOR learning”. Formative assessment and teaching 
practice are directly linked, providing feedback that is responsive to student needs and informs teaching 
practice.  Formative assessment articulates what effective teachers do in their search for best practice 
and allows students to set realistic goals. The process of seeking and interpreting evidence for use by 
learners and their teachers to decide where the learners are in their learning, where they need to go 
and how best to get there. It involves ongoing conversation about learning, the goal being to give 
explicit feedback to students in order to adjust ongoing teaching and learning to improve student 
achievement of intended instructional outcomes. 

 
 
 
Portfolio 

 
A learner-centered assessment and reporting product. A collection of student work and other 
assessment records that provide a clear picture of student progress. Provides concrete, direct evidence 
of student learning over time. 



 

Pre-assessment 
 
A pre-assessment determines what the student already knows, understands and can do. Teachers carry 
out pre-assessments  in order to identify students' learning needs and differentiate the Teaching and 
Learning Programme to meet those needs prior to embarking on new learning. 

 
 
 
Self Assessment 

 
Students reflect on their personal performance products, thinking, skills and learning, monitor what they 
are doing, evaluate the quality of their work against set success criteria, set realistic goals and plan how 
to achieve these goals. Requires students to use both reflective and metacognitive skills though specific 
teaching and learning experiences are required to develop these skills. Provides valuable insights into a 
student’s thinking and learning 

 
 
 
Student Led Conferences 

 
A discussion between a student and his or her parent in which the student and parent engage in open 
communication about the students learning and their attitude to learning 

 
 
 
Summative Assessment 

 
Summative assessment is “assessment OF learning” and determines what students know, understand 
and can do by the end of a learning experience.  The summative assessment is planned for at the 
beginning of a unit and is designed so that students can demonstrate their learning in authentic contexts 
and apply it in new ways. 


