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1. Aims and Values  

 

1.1 Introduction 

This Policy is primarily designed for teaching staff at the School so that there are clear                

guidelines in place and teachers are supported in their planning, teaching and assessment.             

All staff are expected to read and follow this Policy and contribute to keeping it up to date                  

and relevant in all aspects. There will be opportunities to formally contribute to updates in               

staff meetings, but staff are invited to provide input at anytime. 

 

This Policy should also be useful to parents so that they can clearly understand what the                

School offers pupils and how the School approaches curriculum issues. We encourage            

parents to approach the Deputy Headteacher (deputyhead@sanctusmichael.com), rather        

than individual subject teachers, if they have any questions about the curriculum or a              

particular subject area. 

 

1.2 Moral and Spiritual Formation 

The main values and purposes of the curriculum are linked to the type of education in which                 

St. Michael’s School believes and which it seeks to provide, namely, that of a Catholic               

environment in which young people are safe, cared for and able to develop into articulate,               

confident and well qualified citizens of the world. 

 

We believe that every child is created by God and given specific aptitudes and talents that                

we must help develop and flourish so that each is able to acquire and practice the discipline                 

and virtue necessary to a happy, fruitful life. We seek to develop our pupils through the                

provision of a broad and balanced curriculum which is responsive to and supportive of their               

needs and aspirations, promoting intellectual curiosity and academic achievement and          

encouraging them to grow to their full potential. 

 

St. Michael’s school teaches a Christian view of life and of the world, one which tells them                 

that all men and women are loved by God and that, in turn, we must practice the same love                   

and respect towards others, including those of other faiths. Our school and its curriculum              

seek to shape our pupils so that they understand their place in creation, and willingly               

contribute to making their particular community and environment healthier and happier for            

all. 

 

1.3 Academic Formation 

St. Michael's offers a wide range of subjects. Pupils benefit from small classes, which allow               

them to engage more closely with their teachers and subject matter and allow more              

challenged pupils to progress to a level suitable for national examinations.  

 

The academic quality of the school curriculum is measured by its capacity to prepare each               

pupil to achieve their full potential at GCSE examinations and beyond. 

 

The Teacher Standards [2012] should inform our Curriculum Policy and St. Michael’s 

approach to Assessment. A teacher must:  

mailto:deputyhead@sanctusmichael.com


 

1. Set high expectations which inspire, motivate and challenge pupils  

2. Promote good progress and outcomes by pupils  

3. Demonstrate good subject and curriculum knowledge  

4. Plan and teach well-structured lessons  

5. Adapt teaching to respond to the strengths and needs of all pupils  

6. Make accurate and productive use of assessment  

7. Manage behaviour effectively to ensure a good and safe learning environment  

8. Fulfil wider professional responsibilities  
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2. Curriculum Structure 

 

From September 2018, we will no longer refer to ‘Senior 1, 2, 3, etc.’ but to Years 7 to 11, as 

follows: 

 

New naming convention Old names 

Year 7 

KS3 

Senior 1 

Year 8 Senior 2 

Year 9 Senior 3 

Year 10 
KS4 

Senior 4 

Year 11 Senior 5 

 

2.1 Key Stage 1 and 2 

Key Stage 1 pupils are largely classroom based, working under the care and guidance of a                

form teacher but they can also move from their classroom in the afternoon for some               

subjects that are taught by specialist teachers. In Key Stage 1 Religious Education, English              

and Mathematics are taught daily. Other subjects include Art, Knowledge and           

Understanding of the World, Music, Gardening and Physical Education. 

 

Children in the Infants will typically receive 20 hours of lessons a week as well as 90                 

minutes Form time which is used for pastoral matters.  

 

In Key Stage 2 children gradually become more independent, moving more often from their              

classrooms for some lessons and encountering specialist subject teachers. Religious          

Education, English and Mathematics continue to be daily lessons. Pupils also receive weekly             

lessons in Science, History, Geography, French, Art, Music and Physical Education.           

Children in the Juniors have 21 hours of lessons a week as well as over 1 hour Form time.  

 

All Primary Phase pupils (Key Stage 1+ Key Stage 2) have 2 hours of religious worship                

spread out over the week (Mass twice a week and daily visit to the Blessed Sacrament). All of                  

them attend a specific Junior assembly four times a week and they attend Mass with the                

Senior school once a week. Assembly and Mass are the main channels through which PSHE               

is delivered to our pupils. 

 

Learning outside the classroom (LOtC) is a key component of teaching and learning in the               

Primary school. It allows children of a broad range of abilities and interests to access               

learning from a different starting point, the sensations and the encounter with real life              

situations: theory is both extracted from, and verified in, reality.  

 

Learning outside the classroom generally leads to a deeper understanding and mastery of             

the concepts which are needed for the pupils to make progress across the curriculum and               

which are frequently difficult to teach effectively using classroom methods alone. 

 

 



 

2.2 Key Stage 3 (11-14) and Key Stage 4 (GCSE)  

From September 2018, all pupils will study for GCSEs in Maths, English, Biology,             

Chemistry, Physics, History and French, also known as the English Baccalaureate           

(information here).  

 

In KS3, pupils will study these subjects in preparation for studying them at GCSE in KS4.                

They will also study Latin, Geography, Religious Knowledge and have PE lessons.  

 

Religious Knowledge and PE continue in KS4, although they are not assessed as a GCSE.               

PSHC is incorporated into Religious Knowledge lessons. 

 

Number of periods per subject: 

  

  KS3 KS4 

Maths 4 5 

English 4 5 

Biology 2 3 

Chemistry 2 3 

Physics 2 3 

History 3 3 

French 3 4 

Latin 3   3* 

RK 3 3 

Geography 2 0 

PE 2 2 

*For 2018-19 only, and only for Year 11 pupils 

 

Academic Departments 

From September 2018 there will be two academic departments: Department of Humanities            

and the Department of Sciences. Humanities will comprise English, History, French,           

Geography and Latin. Miss Murphy will be the Head of Humanities. Sciences will comprise              

the three science subjects and Mathematics. Mrs. Roch will be the Head of Sciences. 

 

GCSE examinations 

https://www.gov.uk/government/publications/english-baccalaureate-eligible-qualifications


In order to streamline the administration of examinations, the number of exam boards used              

in 2018-19 will be reduced from 5 to 3. The AQA board will be used for the Sciences,                  

Cambridge for English and Edexcel (Pearson) will be used for Maths, History and French. 

 

Sciences 

Pupils follow courses in Biology, Chemistry and Physics, which lead to separate GCSEs in              

each subject or students take the Trilogy qualification, which combines the sciences and             

provides two GCSE qualifications:  

 

Biology: http://www.aqa.org.uk/subjects/science/gcse/biology-8461/specification-at-a-gl

ance 

Chemistry:  

 

http://www.aqa.org.uk/subjects/science/gcse/chemistry-8462/specification-at-

a-glance 

Physics: http://www.aqa.org.uk/subjects/science/gcse/physics-8463/specification-at-a-g

lance 

Mathematics: http://qualifications.pearson.com/en/qualifications/edexcel-gcses/mathematics

-2015.html 

 

Humanities 

 

English: http://www.cambridgeinternational.org/programmes-and-qualifications/cambr

idge-igcse-english-first-language- 0500/

http://www.cambridgeinternational.org/programmes-and-qualifications/cambr

idge-igcse-english-literature- 0486/ 

French: http://qualifications.pearson.com/content/dam/pdf/International%20GCSE/Fr

ench/2017/specification-and-sample-assessments/International-GCSE-French-

Specification.pdf 

History:  

 

https://qualifications.pearson.com/en/qualifications/edexcel-international-gcse

s-and-edexcel- certificates/international-gcse-history-2017.html 

 

New GCSE structure from 2018 

The bottom of a grade 7 is comparable to the bottom of the old grade A, the bottom of a new                     

grade 4 is comparable to the bottom of the old grade C, and the bottom of the new grade 1 is                     

comparable to the bottom of the old grade G. If employers, colleges and universities set               

entry requirements of at least a grade C, then the equivalent now would be to require at                 

least grade 4. Grade 9 is considered to be above the old A* grade: 

  

http://www.aqa.org.uk/subjects/science/gcse/biology-8461/specification-at-a-glance
http://www.aqa.org.uk/subjects/science/gcse/biology-8461/specification-at-a-glance
http://www.aqa.org.uk/subjects/science/gcse/chemistry-8462/specification-at-a-glance
http://www.aqa.org.uk/subjects/science/gcse/chemistry-8462/specification-at-a-glance
http://www.aqa.org.uk/subjects/science/gcse/physics-8463/specification-at-a-glance
http://www.aqa.org.uk/subjects/science/gcse/physics-8463/specification-at-a-glance
http://qualifications.pearson.com/en/qualifications/edexcel-gcses/mathematics-2015.html
http://qualifications.pearson.com/en/qualifications/edexcel-gcses/mathematics-2015.html
http://www.cambridgeinternational.org/programmes-and-qualifications/cambridge-igcse-english-first-language-
http://www.cambridgeinternational.org/programmes-and-qualifications/cambridge-igcse-english-first-language-
http://www.cambridgeinternational.org/programmes-and-qualifications/cambridge-igcse-english-literature-
http://www.cambridgeinternational.org/programmes-and-qualifications/cambridge-igcse-english-literature-
http://qualifications.pearson.com/content/dam/pdf/International%20GCSE/French/2017/specification-and-sample-assessments/International-GCSE-French-Specification.pdf
http://qualifications.pearson.com/content/dam/pdf/International%20GCSE/French/2017/specification-and-sample-assessments/International-GCSE-French-Specification.pdf
http://qualifications.pearson.com/content/dam/pdf/International%20GCSE/French/2017/specification-and-sample-assessments/International-GCSE-French-Specification.pdf
https://qualifications.pearson.com/en/qualifications/edexcel-international-gcses-and-edexcel-%20certificates/international-gcse-history-2017.html
https://qualifications.pearson.com/en/qualifications/edexcel-international-gcses-and-edexcel-%20certificates/international-gcse-history-2017.html


 

New Grading Old Grading 

9 
  A* 

8 

7 A 

6 
B 

5 

C 

4 

3 
D 

 

2 
E 

 

1 
F 

G 

U U 
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3. Curriculum Management 

 

The Headmaster and Deputy Headteacher set the strategic direction for the curriculum            

across the School. The Primary Deputy Headmistress oversees the organisation and           

implementation of the curriculum for the Primary School, and the Heads of Department             

have responsibility, in partnership with subject teachers for the day to day implementation             

of the curriculum in the secondary school. 

 

3.1 New schemes of work 

Across 2018-19 new schemes of work will be implemented across the Secondary School.             

These will provide greater transparency of what is taught across each subject and each year               

group. Importantly, it will allow for much better cross-curricular links, allowing pupils to             

benefit from teaching in similar subject areas at the same time. Specific links to other               

subject areas will be made in the new schemes of work. They will also show where there are                  

specific links to National Standards, such as the Government’s Teachers Standards or the             

Standards governing Independent Schools.  

 

3.2 Lesson planning 

Please see section 4 for more details on how to plan effective lessons. Staff should also be                 

aware of key changes for 2018-19 academic year: 

 

3.2.1 Resources 

Teachers should ensure resources are planned in advance of lessons and should not send              

pupils out of their classrooms to obtain resources, such as photocopies, from the School              

Office. The School is developing ICT resources to make use of digital resources in lessons               

more accessible. We will also ensure pupils are provided with textbooks to help facilitate              

less reliance on photocopied resources. 

 

3.2.2 Cover lesson work  

Teachers are expected to have pre-prepared lessons that can be used in the event of staff                

absence. Heads of Department are required to check periodically that these resources are in              

place. It is a courtesy to all other staff in the school, as well as important for pupil progress,                   

that where lessons need to be covered by a non-specialist, classwork remains meaningful             

and of value to pupils. It should not fall to other professionals to provide work for your                 

lessons.  

 

3.2.3 Cover supervision 

With the amended structure of the day and the protection of PPA time within the School                

week, there will be an expectation that staff who have gaps in their timetable will cover                

absence, if required.  

 

3.2.4 Intellectual Property 

Schemes of work and lesson plans used for teaching the curriculum at St. Michael’s are the                

property of St. Michael’s and can be requested by the School to meet its obligations to                

parents, regulatory frameworks and the Governing Body. 



 

3.2.5 Performance Framework  

Lesson observations will form part of the School’s new Performance Framework. These are             

likely to be no more than one or two a year and will form part of the support and                   

development provided to teachers across the School.  

 

Senior leaders will also have a visible presence and will drop into lessons as part of an                 

ongoing safeguarding and observation culture. This provides safeguards for pupils and staff            

alike. 

 

3.3 PSHC integration 

It is in its Catholic ethos that St. Michael’s School finds the motives, the goal and the means                  

to provide the children with a holistic education that seeks, in close liaison with the parents,                

to develop the individual child’s talents, to form their character and to enrich their              

personality. 

 

Because it believes that every man, woman and child is from God, St. Michael’s School               

encourages the love and respect of others and promotes a vision and understanding of              

society such that pupils are actively prepared for life in British society and in the wider                

international community.  

 

In the Junior and Senior School, PSHC and talks about topics relevant to British Values (as                

defined in the Government's 2011 Prevent Strategy) are delivered formerly at assembly, and             

informally through the day when occasion arises. Visitors and special days, such as Road              

Safety Day, complement the child’s formation. 

 

British Values are echoed and discussed in class when the subject matter presents the              

appropriate material. The curriculum chosen by the School has opportunities to reinforce            

British Values, the rule of law and the dangers inherent in totalitarian regimes. The History               

GCSE, that examines Soviet Russia and Nazi Germany is a particular example of this. In               

addition, the School has strong links with British armed forces in the Cadets, and this               

provides opportunities to reinforce the values of patriotism and a proportionate love for             

one’s country. Prayers are also said for England and her government at school Masses. 

 

The whole school assists at a weekly mass. This is a privileged time to exchange with pupils                 

on how to peacefully and constructively integrate as Christians and Catholics in today’s             

modern, pluralistic and internationally diverse society. Children are taught to be true to             

themselves and to their Christian identity. Thus, they learn to embrace others in the same               

spirit as Christ welcomes and embraces the whole world.  

 

Senior School assemblies take place fortnightly. Senior pupils gather with the STL, teachers,             

ancillary staff and priests in order to consider issues of a spiritual and moral nature, and to                 

develop and reinforce community spirit. Assemblies may focus on a religious themes or             

contain short instructions on virtue and vice. They are also an opportunity to explain and               

discuss current events in order to help the pupils understand the world they live in. On                



occasion, assemblies will also be dedicated to themes of a safeguarding nature, in particular              

in regard to the use of internet and social media.  

 

Assemblies are a first means whereby the school reinforces its ethos, values and mission              

statement. They are a privileged means for the SLT to impress upon the school community a                

sense of identity and belonging which are hallmarks of a strong school. The importance of               

school assemblies should not be underestimated. They are far more than a series of              

reminders, notices and admin, which is why they are integrated into the main school              

timetable. 

 

Assemblies include a common prayer and hymn, usually chosen according to the liturgical             

calendar.  

 

3.3.1 Schedule of Assemblies 

To follow… 

Civics - Politics, Finance, Justice System, Law 
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4. Teaching and Learning 

 

4.1 Classroom guidelines for staff 

Good practice and high standards must be the norm in all areas of the School. There are two                  

key points for teachers. These are: Leadership and Structure. Leadership comes from setting             

and insisting upon high standards within the classroom. Structure comes from a clear             

understanding and exposition of the educational content of the lesson.

 

The following code must be followed by all staff: 

 

1. Be punctual. 

2. Say a prayer before lessons in period 1 (beginning of the day) and period 5 (after                

lunch) as follows: 

 

Creator of all things, true source of light and wisdom, origin of all being,              

graciously let a ray of your light penetrate the darkness of my            

understanding. 

 

Take from me the double darkness in which I have been born, an             

obscurity of sin and ignorance. 

 

Give me a keen understanding, a retentive memory, and the ability to            

grasp things correctly and fundamentally. 

 

Grant me the talent of being exact in my explanations and the ability to              

express myself with thoroughness and charm. 

 

Point out the beginning, direct the progress, and help in the completion.            

I ask this through Jesus Christ our Lord. Amen.  

 

Saint Thomas Aquinas, OP (patron of scholars) 

 

3. Be consistent in setting behavioural expectations within the classroom (see below           

and the school’s Behaviour Policy). 

4. Treat boys and girls equally. 

5. Mark regularly and punctually. 

6. Insist upon tidy presentation. 

7. Do not leave the classroom during lesson time. 

8. Work in overall quiet, when that is appropriate. 

9. Insist on deadlines being met unless the pupil explains a problem. 

10. Never use your mobile phone - switch to silent during lessons. 

11. Never photograph pupils.  

 

4.2 Routines at start and end of lessons 

Pupils should be stood behind their chairs when you enter. They should greet you, but               

otherwise be silent. The lesson begins when you give permission to sit. Pupils should remain               

in silence and be ready to begin the lesson immediately.  

 

Presentation should display the following features:  



Work should be completed in blue or black ink. Coloured pens should be kept for               

embellishment of poster projects. Titles and dates should be underlined with a ruler. For              

errors, one strike through with a pen and ruler suffices. Graphics, doodles and specialised              

(e.g. calligraphy) fonts should be kept for projects and presentations; they are not suited to               

essays and routine exercises.  

 

Pupils should set out their work for the lesson as follows:  

 

      C/W Date 

           Title of the Lesson 

 

      Lesson Objectives: 

 

At the end of the lesson, pupils should pack away in silence and stand behind their chairs. If                  

it is a lesson preceding a break time, individual desks and the classroom as a whole should                 

be left tidy before the class is dismissed by the teacher. If another lesson follows, pupils                

should stand in silence until the teacher leaves, and stand again when the next teacher               

enters. 

 

4.3 Lesson planning 

Good lessons are comprised of key aspects: 

 

a) They are well-structured with clearly identifiable parts, including learning         

objectives, a range of activities appropriate to age group and abilities and a plenary              

to re-cap knowledge 

 

b) They make use of a range of strategies, as appropriate, taking into account gender,              

differentiation, pace & timing and the use of keywords. Careful planning the use of              

the pupils’ time; this should include the setting of realistic targets and deadlines. 

 

c) Teachers show interest in the subject and enthusiasm for learning, displaying           

knowledge with confidence & precision. A lesson plan & use of the scheme of work               

should be evident, as should good use of quality, well-considered resources. 

 

d) School procedures are followed, including prayer before period 1 and 5 and            

insistence on correct protocols such as hands raised before answering questions,           

respect for others and orderly ending of lessons and dismissal. 

 

e) Good pupil behaviour and enjoyment are evident. This will be displayed in their             

attitudes to learning and attentiveness, the desire to learn more and application in             

lessons and homework. 

 

f) Awareness is evident of cross-curricular links and national standards and these will            

be reflected in lesson plans and schemes of work. 

 



4.4 Academic detentions 

An hierarchical approach should be adopted to academic detentions.  

 

Stage 1:  

If a pupil misses a homework or underperforms and a teacher decides a detention is               

warranted, this should be arranged by the teacher giving the detention. The detention will              

be with the same member of staff giving the detention. 

 

Stage 2:  

If a pupil fails to show up for the detention, or if the same or similar transgressions follow, a                   

detention with the Head of Department should follow.  

 

Stage 3:  

If the issue remains unresolved and effort remains below expectations, the pupil should             

then be given a detention with the Deputy Headteacher, at which point the pupil will be                

placed on a monitoring process and will be required to report to the Head of Department or                 

the Deputy Headteacher until progress is considered in line with expectations. 

 

All detentions should take place on Tuesday afternoons between 2.45-4.30pm. 
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5. Assessment Policy 

 

Assessment is an integral part of teaching and learning and should be: 

 

● Formative: in providing information which teachers can use in deciding how a            

pupil’s learning should be taken forward and in giving pupils themselves clear and             

understandable targets and feedback about their achievements. 

 

● Summative: in providing overall evidence of the achievements of a pupil and what             

he/she knows, understands and can do. 

 

● Diagnostic: in providing comparative aggregated information about pupils’        

achievements as an indicator of where there needs to be further effort, resources,             

shifting ability group, etc. 

 

Assessment takes place in many different ways at the primary and secondary school             

including: 

 

● questioning during lessons 

● observation of pupil at work 

● oral tests 

● written tests 

● outside the classroom activities 

● cross-curricular linking 

● spontaneous remarks 

● parental feedback 

● staff meeting discussions 

 

5.1 Assessment for Learning 

 

There are seven precepts that characterise assessment that promotes learning: 

 

1. It is embedded in a view of teaching and learning of which assessment is an essential                

part 

2. It involves sharing learning goals with pupils 

3. It aims to help pupils to know and to recognize the standards they are aiming for 

4. It involves pupils in self-assessment 

5. It provides feedback which leads to pupils recognizing their next steps and how to              

take them 

6. It is underpinned by confidence that every student can improve 

7. It involves both teacher and pupils reviewing and reflecting on assessment data 

 

These principles are embedded within this policy and should be used in assessments across              

the School to support learning and pupil progress. In practical terms, and for the benefit of                

teacher self-assessment, assessment should inform learning in the following ways: 



 

● Written assessment shows learners how to improve 

● In class assessment supports progress 

● Information about students informs teaching and assessment 

● Student’s work is marked weekly 

● Homework set each week 

● Clear expectations are made for learning 

● Students making progress during lesson in their knowledge and skills 

● Expectations in work and behaviour 

● Work is challenging every learner 

● Individual learning needs 

● Use of data in planning 

● Student’s learning is extended through opportunities for independent learning 

● Critical thinking is nurtured 

● Learning styles are varied when teaching boys or girls 

 

5.2 Marking and Assessment Procedures 

Marking pupils’ work is a fundamental part of the process of teaching and learning.              

Awarding marks involves the pupils in self-evaluation and provides an effective measure of             

achievement and progress. Marking should focus on ways to improve rather than on             

awarding a numerical mark. 

 

5.2.1 Teacher’s comments 

Comments should be age appropriate, constructive and encouraging. Any negative comment           

should always be supported by a statement on how to improve. Comments need to be visible                

to the children but should not overpower their own work. 

 

5.2.2 Teacher’s marking  

 

Primary School 

Ticks where work is correct, crosses or a dot where mistakes are made. All marks must                

respect the child’s work, so they should not be done across their writing. Staff should ensure                

that any subject spelling is correct. 

 

All pupils must be encouraged to proofread and self-correct before handing in any work.              

Pupils can also be encouraged to proofread by pairing them up to check each other’s work. A                 

list of points to consider should be visible in the classroom for guidance; subject teachers               

should refer to these so as to ensure consistency in marking. Once students have been               

instructed in proof reading, work of a substandard level for the form should not be accepted                

by any subject teacher; the student should be required to re-submit the assignment.  

 

IEPs should be read by all subject teachers so that there is consistency in terms of marking.                 

Form teachers should inform other subject teachers of any particular accommodations for            

individuals, whether or not the students are on an IEP. 

 

Frequency of marking 



 

Marking may take place during the lesson which allows for immediate feedback through             

spoken responses and encouragement. Pupils may mark their own work, or the work of              

their class colleagues with the supervision of the teacher. When this happens, an allotted ink               

colour other than red is used.  

  

Not every piece of work requires a written comment; however, in core subjects, each student               

from Year 2 onward should receive concise written feedback on a weekly basis. This serves               

as a valuable reminder to students of the oral feedback given. It also encourages              

self-motivation and accountability in the student, as well as providing parents with concrete             

targets and visible evidence of progress (or the lack thereof.) Most work will be marked               

before the next session of that subject.  

 

However, in the case of a long-term projects /IPW (independent pieces of work) it may not                

be marked until the completion of the project / IPW. Children will be informed in advance if                 

this is the case. 

 

KS1 (Years 1 and 2) 

Marks out of 10 are awarded for regular spelling and arithmetic tests. They can also be                

awarded for poetry tests and comprehension (Years 1 and 2) and for grammar and              

composition (Year 2) if the form teacher finds it advisable for the cohort. Letter grades are                

awarded for all other subjects. Either written or oral comments should be used to inform               

progress or planning. In core subjects, a useful benchmark is one weekly written comment              

showing achievement and areas for improvement where applicable. The books should be            

made available to parents on the occasion of the parent-teacher meeting each term. 

 

KS2 (Years 3-6)  

Marks are awarded, where appropriate, in Mathematics, English, Science, History,          

Geography and French. These marks are backed by comments and all children are given the               

opportunity to go through their work with the member of staff concerned. In other subjects,               

letter grades are awarded if the teacher finds it appropriate. In core subjects, a useful               

benchmark is one weekly written comment showing achievement and areas for           

improvement where applicable. In other subjects, each completed piece of work should            

receive a concise written comment. The books should be made available to parents on the               

occasion of the parent-teacher meeting each term.  

 

Secondary School 

Students are regularly tested throughout the term in the classroom and accordingly to             

subject. Marks are awarded either in percentage or number grades or letter grades (English,              

History). Teachers write comments and corrections on the pupils’ work and require            

corrections or re-sits if their work is unsatisfactory.  

 

KS3 (Years 7-9) 

The grading structure below is used for classwork, homework and testing.  

 



This should be shared with pupils at the beginning of each academic year so that               

pupils are clear about what to expect and what grades, percentages and comments mean. 

 

Attainment Effort 

Grade Percentage Comment Grade Comment 

  A* Above 95% Excellent   A* Excellent 

A 90-95% Very Good A Very Good 

B 80-89% Good B Good 

C 70-79% Satisfactory C Satisfactory 

D 50-69% Unsatisfactory D Unsatisfactory 

E 35-49% Poor E Poor 

F Under 35% Fail F Unacceptable 

 

This structure should be used in all subjects and applied consistently. It is for a teacher’s                

professional judgement to decide whether a grade, % or comment, or a combination of              

these, are used for each piece of assessed work.  

 

It is important that the grade, percentage and comment for attainment correlate, so that              

there isn’t discrepancy between them. There will clearly be occasions when the Attainment             

score and the Effort score are divergent, where a pupil has shown a good attitude but not                 

produced consistently good classwork or homework or not performed well in tests. Where             

this applies, teachers should explain this, either in classwork or on reports to parents (see               

below). 

 

Whilst individual teachers, subject areas or whole departments are free to do more than              

this, the minimum pupils should expect by way of assessment is one piece of work assessed                

by the teacher a fortnight, and exercise books marked thoroughly once every three weeks. In               

addition, there should be opportunities for pupils to be involved in self-assessment, and the              

usual structure of a lesson involving recap and plenary should be in place for each lesson.  

 

KS4 (Years 10-11) 

In the GCSE years, the mark scheme should reflect the progress being made against the               

assessment criteria set by the particular exam board. Students should be provided            

with this information at the beginning of the GCSE course, and this should inform              

teaching, learning and assessment throughout the course. Attainment in classwork,          

homework and testing should be graded according to the GCSE requirements, although            

effort grades can still be awarded at the discretion of the individual teacher.  

 

5.2.3 English Language Requirements 

 

As literacy is a foundational skill which is key to the access and enjoyment of the entire                 

curriculum, subject teachers should expect and support high standards of literacy in their             

assignments and lessons . These expectations should be reflected in robust marking           
1

1 “Teachers should develop pupils’ spoken language, reading, writing and vocabulary as integral aspects of the 
teaching of every subject. English is both a subject in its own right and the medium for teaching.” National 
curriculum framework for KS3 and KS4 



procedures which allot a certain percentage to spelling, grammar, punctuation and           

handwriting. Subject teachers (other than English Language teachers) are not expected to            

recognise and correct every minor SPaG error, nor should they spend a disproportionate             

amount of time proofreading. Rather, they should uphold, and award marks for, a general              

adherence to the English Language standards for each form. 

 

The English department should facilitate this endeavour and clarify standards          

to subject teachers in the following ways: 

 

● by displaying in a prominent place in the KS3 form classrooms standards of             

proofreading from the beginning of Year 7, once assessment of English Language            

Progress has taken place.  (KS4 students are expected to proofread independently.) 

● by updating these standards termly. 

● by communicating with subject teachers whenever a deviation from the form           

standard is expected (e.g. when a student is below grade level due to missing some               

SPaG or handwriting content at a lower grade, or, conversely, when a student is              

above grade level and can be further challenged). 

● by making action plans for students whose SPaG or handwriting is consistently            

below par, and by communicating these plans, as well as subject teachers’            

involvement, to the teaching body. 

● by planning whole-school drives to highlight the importance of language skills e.g.            

handwriting competitions, spelling bees, and spot checks for merit awards. 

 

General Standards to consider when allocating marks for English Language  

 

1. Handwriting should be clear, well-proportioned, neat and joined. The          

habit of good handwriting is characteristic of a well-educated person; its cultivation            

fosters the virtues of diligence and courtesy towards the reader as well as supporting              

cognitive development. In addition, legible and fluently joined writing is          

advantageous for speed in examinations. While the chief responsibility for the           

development of handwriting, including, where necessary, instruction, lies with the          

English department, progress will not be consistent unless each teacher shows           

interest  in - concretely speaking, awards marks for - the students’ penmanship.  

2. There should be a grade- appropriate correctness in terms of spelling,           

punctuation and grammar. All grades from Year 7 are capable of indicating            

where a sentence begins and ends and where capital letters should be used, and of               

using a consistent tense throughout their writing. Although each year level differs in             

terms of acceptable spelling, work containing repeated misspellings of already          

corrected word/s should receive mark deductions. From the start of Year 8,            

after a thorough revision of SPaG has taken place in Year 7, misspellings of              

monosyllabic words should be the exception rather than the norm, and students            

should receive mark deductions for frequent errors of this kind as well as for              

omission or misuse of apostrophes, question marks, direct speech, reported speech           

and paragraphs. From Year 9 all punctuation marks, including the colon, hyphen            

and parentheses, should be consistently and correctly used, and all teachers should            

mark with this in mind. Polysyllabic word errors should be decreasing, but subject             

https://dictionary.cambridge.org/grammar/british-grammar/writing/paragraphs


teachers need not deduct marks for errors in these (except where, despite correction,             

the same misspelled words appear, thus showing a degree of carelessness.). By and             

throughout KS4, after thorough and systematic instruction throughout KS3,         

students are expected to spell independently and correctly all frequently used words            

in the English language. They are also expected to be competent in manipulating,             

and punctuating correctly, different sentence structures. Teachers should mark for          

errors across the curriculum unless an action plan for the student dictates otherwise.             

At this level, consistent errors in spelling, punctuation and grammar should be a             

matter of serious concern to all teachers and the signal for an immediate action plan               

from the English Department. 

 

 

5.3 Homework/Prep 

Homework is set daily and given emphasis as a means of consolidating class work and               

developing independent study. It should be used to reinforce the lessons of the day and               

serves to create security in the pupil’s mind so that they might approach lessons with               

confidence. All homework is to be completed before the deadline set by the relevant teacher.               

Parents of day pupils should ensure that there is a quiet place and a regular time for                 

homework each night. 

 

Boarders always have sufficient prep time to complete their homework. Homework/ Prep is             

always supervised for Years 7-11. It is the responsibility of the parents of day pupils to                

ensure that homework is completed and returned on time. The following general guidelines             

indicate the time given to overall homework time on an average school day:  

 

● Upper Infants: 15-20 minutes (+ 5 mins. reading) 

● Junior 1: 30 minutes (+ 10 mins. reading) 

● Junior 2: 40 minutes (+ 15 mins. reading) 

● Year 7-9: 90 minutes total (Pupils are encouraged to read in any spare time) 

● Year 10-11: 2 hours total (Pupils are encouraged to read in any spare time) 

  

If a child finds it necessary to work longer than the times indicated in these guidelines on a                  

regular basis, parents are encouraged to consult the appropriate teacher.  

 

If a pupil hands in homework late, in the first instance, the Teacher may deal with the                 

problem informally, and school sanctions may be used (see Behaviour Policy). If the             

problem is consistent, the Head of Department/Housemaster/mistress or a member of SLT            

will be informed and will decide on any further course of action, as appropriate. 

 

5.4 Examinations 

In the primary phase, termly tests in Religious Education, English and Mathematics start in              

Year 3. In the Trinity term each pupil from Year 1 takes a standardised test in Reading,                 

English and Mathematics. Twice a year all the pupils in KS1 and KS2 sit the Arkell                

standardised spelling test. All results to the standardised tests are transferred to either the              

pupil’s individual result curve (for Reading and Spelling) or to a class graph (English and               

Mathematics). These results are communicated to parents in the yearly report. If results             



show a significant discrepancy with the expected standards (SS below 90 or above 125) an               

IEP will be put in place for the pupil. 

 

In KS3 and KS4 examinations occur at the end of each term.  There is a special schedule for                  

the examination week which usually occurs in the last two weeks of the summer term.  All                

pupils in will sit exams for each subject. Teachers should also set regular tests throughout               

the year to ensure that the pupils understand what it being taught and are keeping up on                 

their work. 

  

Year 11 pupils will also sit formal mock examinations before the commencement of the              

Easter holidays.  It is hoped that teachers of GCSE subjects will have covered most, or all, of                 

the curriculum by this point of the school year.  The results obtained by pupils in their mock                 

examinations will assist teachers to prepare estimated grades for submission to examination            

boards.  

 

In Year 7 (beginning of Secondary School), or later if needed, pupils undergo  

Cognitive Abilities Testing (CAT tests) to test aptitude, ability and overall performance.            

CATs assess a pupil’s ability in three different areas: verbal (thinking with words);             

quantitative (thinking with numbers); and non-verbal (thinking with shapes and space).           

Alongside this, Progress Testing from GL Assessment allows teachers and senior leaders to             

track a pupil’s progression and academic development in a consistent, accurate and organic             

manner. 

 

5.5 Reports 

The CAT results help establish a minimum performance baseline for each pupil. Teachers             

can then set more personalised targets for their pupils, and monitor their individual             

progress as compared to a targeted level of performance, against which termly grades are              

compared. Progress reports against these scores will be issued at the end of each term for                

each pupil across Year 7 to 9. In years 10 and 11, the focus each term will be on predicted                    

grades for GCSE and progress against these.  

 

5.5.1 Annual Reports  

From September 2018, reports will no longer be produced half-termly. Too frequent            

reporting can become vague and insufficiently focused on the individual pupil. It can also              

lead to unnecessary testing during the school term. Instead, a full annual report will be               

provided for parents, which is a comprehensive summary of the school year, detailing where              

progress has been made and where pupils need to improve in the next academic year.  

 

5.5.2 Termly Reports 

Parents will also be provided with a termly update on progress against the baseline for each                

pupil. All pupils will be graded on their academic attainment and effort, and comments will               

be provided where there is any discrepancy between the two areas. Teachers will discuss              

these grades with all pupils before targets are set during grade reviews at the end of term.                 

Termly reports will also show the end of term test results and comments where these are                

different to expectations. 

 



5.5.3 Report Writing Guidelines 

In order to make reports for parents a meaningful part of the assessment process they               

should meet certain standards, as follows: 

 

● Parents need three essential bits of information from a school report:  

1. Where their child is doing well 

2. Where there's not enough progress 

3. How things compare with the last report 

● The report should relate to the pupil, not what the class has studied in general terms                

– this can be found in the schemes of work 

● We have a partnership with parents, so reports should use appropriate, charitable            

language at all times. Avoid judging character and focus on actions and remedies.             

Avoid all sarcastic, quasi-erudite comments such as "The quality of his work never             

fails to astonish" or "Aspires to mediocrity". Find positives. 

● Be specific – parents want to know that their children are moving forward. It's not               

enough, though, to say, "Doing well"; provide specific examples of progress, or lack             

of. 

● Avoid unnecessary technical language without patronising parents. Remember that         

parents already know their children well. 

● Reports shouldn't spring surprises i.e. "I can't comment on Sandra's work in PE             

because she hasn't brought her kit all term". This is something that should have been               

addressed at the beginning of term and reflects badly on the school, not just the               

pupil.  

● Write clearly, accurately and avoid mistakes – proofread your work and ask a             

colleague to do the same. 

 

5.6 Action Plans 

Specific action plans will be created for pupils who are deemed not to be making suitable                

progress. This applies equally to pupils who are academically gifted and those less so. All               

pupils should be given all possible encouragement to achieve their potential. Individual            

teachers should report their concerns about individual pupils to their Head of Department             

who will work with them to create action plans. Action plans will be shared with parents,                

who will be expected to work with their children to ensure the action plan is achieved and                 

progress returns to required levels. 

 

Where progress is deemed unsatisfactory after an action plan has been put in place, the               

Head of Department should refer to the Deputy Headteacher so that parents can be invited               

into the School to discuss progress. If progress is deemed unsatisfactory due to lack of               

application by the pupil, or a lack of parental support for the School, the School may choose                 

to pursue the disciplinary process which could ultimately lead to a pupil being permanently              

excluded. 

 

5.7 Parent Consultation Meetings 

The purpose of parent meetings are to give a set time in the school year to discuss progress                  

and challenges with parents and allow for questions and answers. Parent meetings take             



place once a year, at the very beginning of the Spring (Hilary) Term. Each meeting should                

last about 15 minutes.  

 

5.7.1 Preparation 

It is important to be well-prepared for the meetings in order to make them as beneficial as                 

possible. The following points provide guidance on things to consider when preparing: 

 

1. Our parents are likely to be aware of any areas of improvement in their children, so                

be charitable and professional in your language and find positives. In this way, it will               

be easier to discuss the particular areas for improvement that you want to focus on. 

 

2. Like reports, the meetings should be personalised to the pupil, rather than too             

generic, although it is good to provide an overview of the course of study if the                

parents seem unfamiliar. 

 

3. Have the pupil’s grades for the year so far to hand, as well as any comparison with                 

previous years if this is pertinent. 

 

4. Have samples of work to highlight any particular issues that you wish to discuss,              

especially if these areas for improvement are not immediately obvious to the            

parents. 
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6. Merit System 

 

6.1 Rewards and Awards 

It is right to expect high standards from pupils. Our Lord in the Gospel instructs us to ‘Be                  

you therefore perfect, as also your heavenly Father is perfect’ (Matt. 5:58), and we rightly               

correct poor behaviour from students, and express disappointment when pupils fail to            

maintain the high standards expected of them. But it is equally important to recognise and               

reward good behaviour in formative years to affirm that behaviour and encourage it in              

others.  

At St. Michael’s the behaviour of pupils is extremely good most of the time, so it is                 

important that we acknowledge the excellent conduct of the many and place greater focus              

on further encouraging good behaviour and excellent effort and avoid creating           

disillusionment.  

At present, recognition and means to encourage and motivate pupils include: 

● Read aloud his/her piece of work to the class 

● Read it in Assembly (primary school in particular) 

● Develop and expand the piece of work 

● Make a final draft of ‘best’ work, taking into account any alterations  

● Display the work 

● Use ICT to ‘Publish’ and illustrate the work. 

● Publish the work in school newsletter 

● Special rewards 

● Work may be displayed in the classroom, submitted to the Deputy Headmistress or             

the Head Teacher for special praise or read during Assembly. 

● Stickers, stamps, certificates and stars are also used.  

● Crew Points may be given to reward effort and achievement.  

● A comment may be written in the child’s home diary for the parents to read. 

 

Verbal and written praise are well-established, but these need to be extended with a merit               

system that is a genuine incentive to better and better behaviour, effort and attainment.  

 

What do we reward? When? How? 

Different tally for Boarders and Day Pupils 

Possible ideas: 

● Merit shop 

● Privileges,  

● Honour roll, certificates, presentations, and End of year Awards Ceremony 

● Special badge for a blazer 

● Free passes 

● Time off? 



 

6.2 Prefecture System 

The Prefecture is part of the Behaviour Policy and structure of the school that rewards and                

reinforces excellent conduct and commitment to the standards and ethos of the School. So              

that the Merit system has additional meaning, this is also going to be linked to the                

Prefecture, so that pupils who consistently collect the highest number of merits each term              

across Years 7-10 will be made prefects in Year 11 and will be taken into account for the role                   

of Head Boy and Head Girl  

 

Responsibilities? 

 

Benefits of being a Prefect? 

 

For full details of the Merit system and Prefecture, see the Behaviour Policy [link] 
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7. Learning support, SEN Provision 

 

At this initial stage the class or subject teacher shall flag any educational concerns of their                

pupils and they will consult the Special Educational Needs Coordinator (SENCO) of the             

school who will then initiate an investigation/analysis of the educational needs of the             

pupil(s) in question. 

 

The SENCO gathers information regarding the child’s educational needs. They will also be             

responsible, in conjunction with the Headmaster, for determining what steps the school            

should take in providing for the special educational needs of the pupil. This will be               

accomplished by working in conjunction with the pupil’s teachers who know best the needs              

of the pupil. 

 

If the SENCO and Headmaster are convinced that the pupil in question does has special               

educational needs, the SENCO will arrange for a specialist from outside the school to come               

in and assist the teachers involved to determine exactly what these special educational             

needs are. 

  

If the information provided by the outside specialist shows that the pupil does indeed have               

special educational needs, the Local Authority will be contacted and provided with all the              

appropriate information. The LA will then consider whether a statutory assessment is            

necessary.  They will also be responsible for making the multidisciplinary assessment. 

 

In this final stage the LA will consider the need for a statement of special educational needs                 

and, if appropriate, make a statement and arrange, monitor and review provision. 

 

Even if the child does not receive a statement of special needs, St. Michael’s School will                

continue to work to provide the special, individualised help the pupil needs. This can              

include personal tuition, special course work suited for the abilities of the pupil, etc. We at                

St. Michael’s School are committed to providing each of our pupils with a quality education. 

 

7.1 Weekly meetings 

Once a week, all staff will meet in the staff room to share information and to discuss any                  

pupils or curriculum areas that are topical. These will be opportunities for SLT to share               

information about pupils and for staff to share concerns or raise anything that might be               

affecting the well-being of staff. These will take place on Monday break times. 
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8. Extra-Curricular 

 

Activities beyond the classroom form part of the broad and balanced curriculum that is on               

offer at SMS. These activities enhance and develop pupils’ experience. These activities            

include participating in internal, local and national competitions, challenges, school visits,           

visiting lecturers and other events. 

 

8.1 New structure for 2018-19 

From September 2018, extra-curricular activities will be outside of the school’s timetable.            

The school day has been structured to focus on the eight core subject areas that comprise                

the E-Baccalaureate, with Art, Music, ICT, additional sport, Cadets and other activities            

taking place after the formal school day has finished. Activities will be compulsory for              

Boarders, although it is hoped that within this there will be some choice of activities. Day                

pupils are free to attend the extra-curricular activities, although some will incur costs to              

parents. 

  

The School day will end at 2.40pm and extra-curricular activities will begin from around              

3pm, although exact timings will be determined by the organiser of the activity. For day               

pupils, the organiser will liaise directly with parents. 

  

8.2 Role of the PTA 

It is hoped that as the PTA develops, it will determine which activities are most in demand                 

and help support activities where they can, either by fundraising or encouraging those with              

talent to come forward to support school activities. This will be developed in coming              

months. 

  

8.3 Alternative Curriculum 

Support for less academic pupils and sense of purpose and support from the School -               

important for future Catholic life... 

 

Sport  

PE remains part of the formal school day, and this involves the use of facilities on the main                  

school site, our netball court, tennis court and football field. Sport is currently             

under-developed at the school, and stronger links with other schools need to be made in               

order to develop participation in local competition. 

  

In the Junior School all pupils have one timetabled session of Physical Education a week, in                

the afternoon. Junior school pupils also have the opportunity of playing organised games             

during their recreation times.  

  

In the Senior School, each pupil, regardless of age, participates in an organised sporting              

event (football, basketball, touch rugby, netball) on one afternoon of the week. 

  

8.4 Careers Education 

Our Careers Education and Guidance policy aims to: 

 



● Encourage students to have a career aspiration. 

● Expose students to students from a diverse range to skills, backgrounds and            

interests, to the breadth of career options 

● Provide access to professionals with relevant experience. 

● Provide students with the means to decide to which careers they are best suited. 

● Assist students in the first steps of their career through selecting the right A Level               

subjects and providing guidance on available tutors and/or courses 

We seek to connect students with specific career aspirations. The PTA will play an increased               

role in identifying and organising relevant professional insights for pupils. Parental           

involvement is encouraged at all stages. Parents are kept up to date with careers related               

information and are welcome to speak to careers advisors and attend the evening             

conferences. 

 

Where possible, pupils will also be provided with guidance on what is necessary when              

seeking career opportunities and to maximise the likelihood of success (e.g. CV writing,             

completing further/tertiary education and apprenticeship applications and interview        

practice). 

  

8.5 Extra-Curricular Schedule 

To follow... 

 

Monday - Art 

Tuesday - Handicrafts or Latin GCSE 

Wednesday - Sport 

Thursday - Cadets and Band 

Friday and Saturday - Computing 

Music 

Chess 

Modelling club 
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