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Sinclair House School is committed to safeguarding and promoting the welfare of pupils and young people and expects all staff and 

volunteers to share this commitment. It is our aim that all pupils fulfil their potential.  

SINCLAIR HOUSE SCHOOL 

ASSESSMENT POLICY 

Appendix B – Reporting 

 

Legal Status: 

 Prepared with regard to Early Years Foundation Stage Framework 

 Regulatory Requirements, Part 1, Paragraph 2(2)(a) to (j), Quality of Education Provided (curriculum) 

(teaching) of the Education  (Independent School Standards) (England) Regulations 2010, as amended 2013 

 

Applies to: 

 The Whole School including the Early Years Foundation Stage (YR-Y6) where applicable. Please note, that EYFS 

have their own detailed schedules in accordance with the statutory requirements. 

 

Related Documents Include: 

 Curriculum Policy 

 Differentiation Policy 

 Special Educational Needs Policy 

 Educational Visits and Off-Site Activities Policy 

 Behaviour and Discipline Policy 

 Teaching and Learning Policy 

 Marking Policy 

 Homework Policy 

 Gifted and Talented Pupils Policy 

 Special educational Needs and Disability (SEND) Policy 

 

Availability 

This policy is made available to parents, staff and pupils in the following ways: via the School website, and on 

request a copy may be obtained from the School Office. 

 

 Monitoring and Review: 

 This policy will be subject to continuous monitoring, refinement and audit by the Headmistress.  

 The Headmistress undertakes a review of this policy and of the efficiency with which the related duties have 

been discharged, by no later than the date shown below, or earlier if changes in legislation, regulatory 

requirements or best practice guidelines so require. 

 

Signed:                                        Date: January 2020 

          Review Date: September 2022 

 

Mrs. Carlotta T.M. O’Sullivan   

Principal                                                                                                                 
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Reports 

At Sinclair House School, we understand that it is our professional and legal responsibility to write meaningful, 

worthwhile and accurate reports.  The aim of a report is to give a complete and thorough picture of each pupil’s 

overall achievement and to offer advice on the way forward.  Our reports are a crucial point of contact with 

parents.  Parents (and others, including any future schools) may judge, in part, the school and its teachers by the 

quality of the reports.  We thus attach great importance to the reporting process.  We ensure that an Academic 

Year End report is written for every pupil from Reception to Year 6. Reports are phrased positively but are also 

accurate.  Staff are encouraged to meet with parents to discuss any problems prior to writing about it in a report.  

We ensure that nothing is flagged up for the first time in a report as it will come as a real shock to parents.  We 

understand that reports are often sent to a pupil’s future school when they are looking to move so we ensure 

that we avoid any flippant comments, e.g. immature behaviour in the corridors, which can have serious 

implications. Members of staff know that if there is something which needs to be mentioned and is an on-going 

concern then they may include it in the report, but if there have been some one-off incidents these should be 

addressed with the pupil’s parents. 

 

Autumn and Spring Reports (YR-6) 

An Academic Assessment report is produced at the end of the Autumn Term and the Spring Term assessing 

subjects in terms of attainment and effort grades and against the EYFS goals in Reception (see assessment 

descriptors  below). Report formats differ from each other slightly so as to be specific and appropriate to the 

EYFS/Key Stage pupils they are written for.  The class teacher writes a comment on each child, focusing on their 

personal development and PSHEE. 

 

Summer Reports (YR-6) 

Full reports are written at the end of the Summer term using the school-wide format. These include written 

comments for subjects, a comment on Personal, Social & Emotional Development and effort and attainment 

grades.   

 

Full Reports are written in three parts as follows: 

 A generic comment about what topics and skills have been covered in the reporting period.  This may remain 

the same for all pupils in the year group (with some change perhaps for differing abilities). 

 Comments specific to the pupil concerned that focuses on their attitude, strengths, particular areas for 

development and anything else that stands out about teaching the particular pupil.  The specific comment 

should also include areas that the pupil needs to work on (targets). 

 A general comment, which is specific to each child. 

 A target within that subject specific to each child  

 

Parents’ Evening 

Throughout the year we offer parents a formal opportunity to meet their child’s class teacher at the end of the 

Autumn and Spring term. Parents’ Evening is an opportunity for parents to discuss their child’s progress against 

their personal targets with the teacher and for areas of strength and development to be acknowledged and 

addressed. There may be times when further discussion is neede d and we invite parents to make a longer 

appointment at a different time.  

Parents are welcome to make individual appointments at any time throughout the year; we make sure the 

parents know that we have an ‘open-door policy.’ 
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Reception Reports  

 

Year 1-6 Reports  
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