
   

 

Full Governors 16 January 2025 
 

  

 

 

 

 

 

Annotation Key for this Document  
  
EMM Mrs E Muggleton Assistant Headteacher  
 

1. 1 Maximising Potential Through Teaching and Learning  
  

At Caerleon Comprehensive School we strive to deliver lessons that are innovative and focused on all learners 
maximising their potential in every lesson.  As part of our teaching and learning priorities, a clear focus on 
effective feedback provides learners with vital information on how to achieve learning goals, evaluate their 
progress, identify gaps and address misconceptions; thus, shaping our learners to be enterprising, creative 
contributors, in school and later on in life.  

  

1. 2 How do we know our learners are making good progress at Caerleon 
Comprehensive School?  
 
Work monitoring forms a key role in high quality teaching and learning, as it generates collaboration, innovation 
and impacts learner outcomes. So, what does progress look like? Consider the following:  

  
Building on previous knowledge  The learner’s knowledge is consistently, coherently and logically sequenced so 

that it can develop incrementally over time. There is a progression from the 
simpler and/or more concrete concepts to the more complex and/or abstract 
ones. Work shows that they have developed their knowledge and skills over 
time.  

Depth and breadth of coverage  The content of the tasks and learners’ work show that they learn a suitably 
broad range of topics within a subject. Tasks also allow pupils to deepen their 
knowledge of the subject by requiring thought on their part, understanding of 
subject-specific concepts and making connections to prior knowledge.  

Learner progress  Learners make strong progress from their starting points. They acquire 
knowledge and understanding appropriate to their starting points. Learning 
checkpoints are used effectively to showcase learner progress and are planned 
into short, medium and long-term departmental planning.  

Practice  Learners are regularly given opportunities to revisit and practice what they 
know to deepen and solidify their understanding in a discipline. They can recall 
information effectively, which shows that learning is durable. Any 
misconceptions are addressed and there is evidence to show that they have 
overcome these in future work.   
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1. 3 How do we address the needs of all learners at Caerleon Comprehensive School?  

  
Good teaching and learning ensures a consistent focus on the Four Purposes of the curriculum, which challenges 
and encourages learners to recognise the importance of sustained effort in meeting high expectations, preparing 
them to be ambitious, capable learners, ready to learn throughout their lives.  

  
High expectation  The content of learners’ work regularly reinforces skill development, creates 

an authentic context for learning  
and encourages students to take responsibility for their own learning. 
Learners take ownership of their learning in their work books and teachers 
encourage high standards of presentation (see 3.1 presentation 
expectations). Learning is supported through positive relationships which 
encourage collaboration and active learning.   

Differentiation  Planning and teaching encompasses a range of impactful strategies, 
techniques and activities that take account of all learners in the class. 
Learners requiring intervention/scaffolding are identified and differentiation 
is used to ensure all learners are engaged and maximise their potential. More 
able and talented learners demonstrate deep learning in their work/tasks.  

Reasonable adjustments  Learners requiring reasonable adjustments are engaged in learning as barriers 
to progressing are removed, enabling them to access the same provision in 
the classroom as other learners.   

  

2. 1 Effective feedback and assessment  
 
"Conventionally, feedback is conceptualised as an issue of ‘correction of errors’ or ‘knowledge of results’. Much 
more important is how the provision of feedback affects student learning behaviour - how feedback results in 
students taking action that involves, or does not involve, further learning." 1  

 
When feedback is effective and productive for all parties, it is meaningful and motivating, informing learner 
progress, and having a positive impact on learner outcomes.  

 

2. 2 What does effective feedback look like at Caerleon Comprehensive?  
 
Feedback should be specific to the subject and specific task the learners have carried out. Feedback will be given 
in a variety of forms, the type of feedback being decided upon within each department and chosen on the basis 
of maximising potential in learning.   

  
In order to be impactful, feedback needs to be timely, however research has shown that the most powerful 
feedback:  
• Engages learners and increases learners’ effort by clarifying the end goal of the task;  
• Provides consistent and individualised feedback that addresses errors, misconceptions and develops the 
learner’s skills to detect their own mistakes and areas to improve;  
• Enables learners through advice and support to plan and develop strategies to meet their academic goals, 
deepen their understanding and extend their learning.  

  
Consider John Hattie’s Feed up, Feed back, Feed forward model:  
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2. 3 Types of feedback at Caerleon Comprehensive School  
  
Assessment OF learning  Summative assessment is effectively used to check and report progress and 

should be suited to subject matter, age of students and in a variety of tasks. 
Moderation discussions should be undertaken within  
subjects to align judgements and to ensure accuracy and consistency to 
support progress - feed back.  

Assessment FOR learning  Formative assessment can be written or oral feedback explaining why work 
is good and how it can  
be improved - feed forward.   

Close the Gap/DIRT  Learners are engaged in dialogue about their learning; teachers ask open 
questions, requiring learners to reflect, edit and act upon their work to 
further improve - feed forward.  

Self/Peer Assessment  Learners benefit from each other's skills and engage in the assessment 
process, enabling them to use success criteria (feed up), make judgements 
(feed back).  

  
All departments when giving written feedback for identifying close the Gap/DIRT tasks use the whole school (or 
an adapted version) DIRT feedback proforma. DIRT TEACHER TEMPLATE FEEDBACK SHEET.docx  

  

3. 1 Presentation guidelines and expectations  
 
All work done at Caerleon Comprehensive School is valued and important. Having high expectations of the 
presentation of learners’ work is therefore a priority, as it encourages learners to:  

  
• Be proud of their achievements, by doing their best and presenting their work well  
• Value every lesson and their own learning  
• Persevere with tasks until completed to the best of their ability  
• Edit their own work and develop strategies to help them present it appropriately  
• Respect their own work and that of others  

  
Likewise, as a school it facilitates consistency across the school, within departments and across key stages, 
maintaining a common standard across the curriculum. These expectations regarding presentation are shared 
with learners at the start of the year in all appropriate subject areas using our Exercise Book Expectations (See 
Appendix). 

  

3. 2 Marking for literacy using whole school codes  
 
At Caerleon Comprehensive School we are committed to the development of learners’ literacy across all 
subjects/key stages. Below is a list of literacy marking symbols. Teachers use literacy codes when and where 
necessary when marking students’ work.  This could be done when providing feedback in books or through live 
feedback/marking in lessons.   Students will always be asked to write out any spelling that has been corrected, 
three times, underneath the teacher’s correction.  Students should be mindful of spelling this word correctly in 
future.  
 
 
 
 
 
 
 

 

https://hwbwave15.sharepoint.com/:w:/r/sites/LineManagementDocuments/Shared%20Documents/General/Teaching%20and%20Learning/Feedback,%20assessment%20and%20work%20monitoring/DIRT%20TEACHER%20TEMPLATE%20FEEDBACK%20SHEET.docx?d=w60fb03aede444d28ab61d09c06bf5df3&csf=1&web=1&e=3ZIIvI
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Code  Explanation  

SP  Try this spelling again; students should write it out 3 times using a purple pen underneath the 
teacher’s spelling correction.   

P Missing punctuation; teacher will circle the punctuation error and put a P in the 
margin (teachers may ask students to add what is incorrect in a purple pen) 

//  New paragraph  

Exp Awkward expression/meaning unclear (teachers may ask students to rewrite in a purple pen) 

CAP  Capital letter should have been used (teachers may ask students to add in a purple pen) 

T  Incorrect tense (teachers may ask students to change in a purple pen) 

Λ  Missing word (teachers may ask students to add in a purple pen) 

✔✔  Indicates excellent section of work, or a particularly well-chosen word/phrase  

 

3.3 Feedback and Assessment to develop students’ literacy skills  
 

• English teachers will continue to mark all work in exercise books for literacy errors. 

• In other subjects, all assessed and extended writing tasks (extended writing is considered to be more than 
three paragraphs) will be marked for literacy errors; the way this will be done is that the first one to two 
paragraphs of each assessed or extended task will be marked in detail for all literacy errors. The teacher will 
mark the errors using the codes. When the student gets the work back, they will be expected to look at the 
errors the teacher has marked and make corrections in a purple pen.  They will then need to go through the 
rest of the piece of work themselves, looking for any similar errors.  They will correct these with a purple pen.  
Incorrect spellings must be written out correctly three times in a purple pen. 

• In other work (non-assessed and non-extended work), teachers will correct spellings where appropriate and 
look out for reoccurring literacy issues; they will mark what they feel is appropriate to the task and the student 
in relation to literacy errors.   

• At Caerleon Comprehensive School, we aim to use reading, writing and oracy behaviours in lessons across the 
curriculum, to develop students’ skills in these areas.  When teachers are marking work, they may look 
particularly for students’ use of these behaviours. 

• In addition, when we are teaching writing at Caerleon Comprehensive School, teachers will refer to the 
Caerleon SPAG SEVEN, to encourage students to pay particular attention to certain elements of spelling, 
punctuation and grammar when they write. 

• Teachers will also pay particular attention to the SPAG SEVEN when they mark students’ work for literacy 
successes and literacy errors. 

• Please see the appendix in this policy for copies of the reading, writing and oracy behaviours, and the Caerleon 
SPAG SEVEN. 

• (See Appendix for literacy behaviours and SPAG SEVEN templates). 
 

3.4 Proof Reading Expectation 
 
• It is expected that all students will proofread their work before handing it in, in English lessons and in all other 

subjects. 

• When a student has completed an assessed or extended writing task (three paragraphs or more), they will be 
asked by their teacher to complete a proof-reading check list. 

• The proof-reading checklist will be stuck in their books next to the assessed or extended task, and students 
will use this to aid them in checking their work for errors. The proof-reading checklist consists of the spag 
seven, to remind students of the important literacy areas to focus on when checking their work. 

• All teachers can obtain copies of the proof-reading checklist from the print room and should have copies of 
this readily available in every lesson so that they can be utilised when needed. 

 
 

 

4. 1 What does feedback and assessment look like in different departments?  
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• Middle leaders create their departmental feedback policy based on the whole school feedback and 
assessment policy.  All department policies must adhere to the literacy marking policy above and should not 
create their own. 
• Subject areas identify written/online/verbal formal feedback and feed forward opportunities in terms of the 
nature and regularity of feedback. This takes into consideration the frequency of lessons, and the nature of the 
subject, i.e. practical/theory based.   
• How often work is assessed and feedback is given is at the discretion of the Head of Department, in liaison 
with their line managing member of the Leadership Team; departmental policies should make this clear. 
Department feedback policies will be drafted collaboratively with department teams and account for 
recommendations contained within the Estyn document "Reducing workload: a guide for teachers and 
headteachers".  
• Departmental effective feedback informs student progress, positively impacts student outcomes, and is a 
productive use of teacher time.   Feedback is provided which involves learners reacting and engaging with 
feedback in order to make progress. Verbal feedback does not need to be acknowledged in books.  
• Departments identify opportunities to engage learners in their written feedback and use/adapt the whole 
school DIRT proforma.  This should be copied in green and used as identified in the department Feedback 
opportunities schedule.  
• Departments use the Feedback Opportunities document to outline teacher/self/peer assessed tasks as 
appropriate to their subject. These feedback opportunities are shared and quality assured by line managers 
accordingly. This schedule is used to support effective work monitoring in departments/as a whole school and to 
ensure consistency. Effective practice is shared across departments and AOLEs. Master Dept Feedback 
Opportunities Schedule.docx (Teams Folder CCS Middle Leaders).  
• Departments use a whole school DIRT/Close the Gap proforma to provide meaningful feedback for teacher 
assessed tasks as identified in their Feedback Opportunities schedule. DIRT TEACHER TEMPLATE FEEDBACK 
SHEET.docx   
• The focus of quality assurance during book scrutiny is to look at the impact that feedback has on learner 
progress as seen in exercise books, portfolios, electronic folders, or files. The practice of learners improving their 
work is of paramount importance.  
• Learner voice surveys and book scrutiny are used to measure the impact of feedback.  

  

4. 2 Quality Assurance (QA) and Professional Learning (PL) opportunities for feedback 

and   assessment   
  

• Middle Leaders will monitor the work in learners’ books/booklets/online to ensure the quality of feedback 
provided by the department.   
• The process of work monitoring will be carried out as per the calendar on the Master Plan: in department 
meetings, using the monitoring template. Actions from work monitoring are updated by Middle Leaders in their 
Department Evaluation Report. Work Monitoring Master 24-25 - MAKE A COPY TO YOUR TEAMS CHANNEL.docx 
(Teams Folder CCS Middle Leaders/Teaching and Learning). 
• During department work monitoring, HoDs should ensure a random, varied sample is selected from a wide 
selection of work brought by the department. SLT links will attend department work monitoring as per the 
Master Plan self-evaluation calendar.  
• The Senior Leadership Team will conduct a work scrutiny once per term as indicated on the school calendar; 
sharing good practice as evidenced in department meetings attended.  
• Departments regularly use planned Learning Checkpoints to showcase learner progress over a shorter 
sequence of lessons.  
• Professional learning activities have been calendared to continue development of middle leader and whole 
school understanding of self-evaluation processes and effective feedback; this includes PL on Doug Lemov Teach 
Like a Champion feedback strategies and 5 specific Means of Participation to maximise learner engagement, 
understanding, deepen thinking and develop feedback. 

  
 
 
 
 
 

https://hwbwave15.sharepoint.com/:w:/r/sites/LineManagementDocuments/Shared%20Documents/General/Teaching%20and%20Learning/Feedback,%20assessment%20and%20work%20monitoring/Master%20Dept%20Feedback%20Opportunities%20Schedule.docx?d=w1485a7310da74148984a18fd52b13321&csf=1&web=1&e=p05uBI
https://hwbwave15.sharepoint.com/:w:/r/sites/LineManagementDocuments/Shared%20Documents/General/Teaching%20and%20Learning/Feedback,%20assessment%20and%20work%20monitoring/Master%20Dept%20Feedback%20Opportunities%20Schedule.docx?d=w1485a7310da74148984a18fd52b13321&csf=1&web=1&e=p05uBI
https://hwbwave15.sharepoint.com/:w:/r/sites/LineManagementDocuments/Shared%20Documents/General/Teaching%20and%20Learning/Feedback,%20assessment%20and%20work%20monitoring/DIRT%20TEACHER%20TEMPLATE%20FEEDBACK%20SHEET.docx?d=w60fb03aede444d28ab61d09c06bf5df3&csf=1&web=1&e=AHs9hY
https://hwbwave15.sharepoint.com/:w:/r/sites/LineManagementDocuments/Shared%20Documents/General/Teaching%20and%20Learning/Feedback,%20assessment%20and%20work%20monitoring/DIRT%20TEACHER%20TEMPLATE%20FEEDBACK%20SHEET.docx?d=w60fb03aede444d28ab61d09c06bf5df3&csf=1&web=1&e=AHs9hY
https://hwbwave15.sharepoint.com/:w:/r/sites/LineManagementDocuments/Shared%20Documents/General/Teaching%20and%20Learning/2024-25/Work%20Monitoring%20Master%2024-25%20-%20MAKE%20A%20COPY%20TO%20YOUR%20TEAMS%20CHANNEL.docx?d=w63284d50a44c4654a0a8db4fd906d1d6&csf=1&web=1&e=j84n9n
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Policies Equality Statement   
  
At Caerleon Comprehensive School, we serve a diverse community and take account of a wide range of needs. In 
accordance with the Equality Act (2010), our policies and learning and teaching strategies fulfill our duty to serve 
people according to their needs and promote equality. In order to embed fairness in all aspects of school life, we take 
account of equality as we formulate, develop and update school policies and plans.  
   
Our vision and values promote inclusivity and equality and tackle discrimination. We have high expectations for all 
our pupils and staff. Our equality statement is guided by core principles:  

• All learners are of equal value;  
• We recognise and respect difference;  
• We foster positive attitudes and relationships and a shared sense of community and belonging;  
• We observe good practice in recruitment, retention and staff development;  
• We aim to reduce and challenge barriers to equality at every opportunity.  

  
 
 


