
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

  

Date Published: December 2017 Signed:  

Reviewed: April 2019, Sept 2021 

Review date July 2022 

This policy must be read in conjunction with: 

•  

Pace Independent 
Special School 

Assessment Policy 



Page  1 

Contents 

Contents  Page 1 

Introduction Page 2 

Initial assessment on entry Page 2 

The Assessment cycle Page 3 

External examinations Page 3 

Progress monitoring check Page 4 

Roles and responsibilities Page 6 

Appendix 1 Monitoring check sheet Page 7 

Appendix 2 Functional skills examination entry request Page 8 

 

  



Page  2 

Introduction 

Students at PACE come from widely different backgrounds on so many levels. We recognise that 

their previous educational experience is likely to have resulted in gaps in their learning. One of the 

cornerstones of our assessment process is to find out what students can do, identify areas that 

need to be developed and then moving the student forward in both their understanding and 

attainment progress. 

Before starting at PACE students will undertake an initial on-line assessment and diagnostic in 

Functional Skills English, Mathematics and ICT using BKSB (1). This identifies a level of difficulty 

starting point for the student and also identifies key areas that need to be developed. This enables 

a student’s needs to be addressed in an individualised student-centred approach. 

Every half term there is an Assessment – Progress Check built into the calendar. This is the 

opportunity for teachers to assess the progress of the pupils using either BKSB Diagnostic 

Software (if applicable) or subject specific mini assessments/past exam papers (if applicable). 

Teacher observations and teacher assessments can also be used to evidence pupil progress. 

The Accelerated Reader programme has also been introduced to help to monitor pupil literacy 

levels and provide accurate reading ages for all of our pupils. 

When students are considered to be ready for an externally validated examination they are entered 

for the relevant Functional Skills examination with Pearson. This ranges from Entry Level 1 through 

to Level 2. 

In Year 11 Students are entered for appropriate GCSE examinations and alternative qualifications 

including Functional Skills, ASDAN or BTEC’s. 

 

Initial assessment on entry 

Pace recognises that all students have individual learning needs. Before starting at PACE we try to 

identify what these needs are by: 

• Assessment and information gathering through the Local Authority or other referral agency 

• Keys to success website DfE 

• Liaison with outside agencies 

• Involvement at interviews following application if Learning Support needs are disclosed or 

identified 

• Baseline assessment via BKSB to determine current levels and areas for development 

Additionally, other areas are assessed prior to starting lessons at PACE including a risk 

assessment, social skills, general attitude and behaviour when completing tasks. 

The BKSB initial assessment identifies the Functional Skills level the student is working at and it is 

followed by the Diagnostic assessment. This is done for English, ICT and Mathematics. The 

Diagnostic assessment identifies the areas of competency at the identified level and also the areas 

for development. This forms our baseline starting point. 

Where National Curriculum levels and other assessment data is available this is also used to 

inform our initial steps with each student. 

 

 

(1) BKSB – Online provider of interactive solutions to improve English, Mathematics and ICT 

skills. hiips://www.bksb.co.uk 
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The assessment cycle 

At PACE there is a half termly review of progress. For English, ICT and Mathematics this involves 

students taking either the BKSB diagnostic (if applicable) for their identified level or completing 

teacher led assessment activities which could include topic tests, mini assessment or past exam 

papers. Progress is then evidenced and recorded by the subject teacher and then reviewed by 

both the subject teacher and the Deputy Head. A decision is then made as to whether the pupil is 

making satisfactory progress, whether the pupil is still studying the correct level of qualification or 

whether the pupil needs some intervention due to little or no progress being made. 

After this progress review, it is then expected that the teacher will identify specific areas for 

development and adjust their teaching for the individual if applicable. 

If students have completed a BKSB Diagnostic and achieved a score of >=75% then they are 

moved up to the next level and the subject teacher adjusts their teaching accordingly. A decision 

could also be made as to whether it would be appropriate for the pupil to move pathways. 

For other non-examined subjects teaching staff indicate if the student is on-track to achieve at their 

expected level. This is based on their assessment of the progress the student is making. 

 

External examinations 

For English, ICT and Mathematics students are entered for Functional Skills written examinations 

with Pearson. When the subject teacher and the assessment data indicate them to be ready, they 

will take a mock examination and engage in examination preparation and are entered for the 

examination. This primarily involves using past papers and targeted work on key areas. 

In Year 11 pupils sit appropriate mock/GCSE examinations. 

For subjects with a continuous assessment qualification basis, such as ASDAN, the qualification is 

completed when the student has finished the course. 
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Monitoring Progress 

At PACE, the BKSB initial assessment and diagnostic assessment carried out on admission to the 

school is used as the starting point. For students whose prior attainment is not known then this is 

our baseline for them. When we have some prior attainment data this is used in conjunction with 

their BKSB Diagnostic to determine starting points.  

Progress is then monitored using the SOLAR Software. Teachers indicate which Framework they 

are assessing against in SOLAR and then use the specification statements built into the software 

to indicate progress at each level and include evidence where appropriate. Evidence can be 

uploaded to SOLAR (if applicable) and may take the form of mini topic tests, teacher witness 

statements or reference to work completed in the pupil workbooks.  Progress against these 

Frameworks is then converted into SOLAR P Steps and a judgement is made on overall progress 

in each subject area. 

English, ICT and Mathematics 

1) The teacher determines course of study and targets for the student based on initial data  
(Prior Attainment data and BKSB Diagnostic for Functional English / ICT / Mathematics as 

is appropriate). 

2) Every half term, pupils will be assessed, whether using BKSB Diagnostic assessment or 

other suitable assessment. 

3) Results from these assessments are then collected by the subject teacher and forwarded to 

Assessment Co-ordinator. 

4) Where appropriate, >=75% on the diagnostic or having passed the external assessment at 

that level, the Progress and Assessment coordinator will liaise with the subject teacher and 

determine whether the student needs to be put up to the next level on the BKSB system. 

5) Subject teacher reviews the diagnostic results and they identify key content to focus on. 

This content is not the sole subject content for studying over the cycle as other course 

content might be more applicable.  

6) Students who are identified as not being on-track are looked at with regard to why they are 

not on-track and potential intervention strategies are discussed. 

7) Where appropriate, curriculum or pathway changes or other interventions may be made to 

help enable the student to get back on-track. 

8) Steps 2 to 8 repeat approximately every half term. 

9) Where appropriate, students identified by their subject teacher as being ready for an 

external assessment are entered for and complete the external assessment. 

10) Annual report completed in the summer term by subject teachers. 

11) Targets reviewed for the following academic year. 

  



Page  5 

Other subjects 

1) The Teacher determines course of study and targets for the student based on initial data  
(Prior Attainment data and BKSB Diagnostics for Functional English and Mathematics). 

2) The Progress and Assessment Coordinator Collates the data and uses a traffic light system 

to highlight if on-track or not. 

3) Collated data is shared with the Headteacher. 

4) Students who are identified as not being on-track are looked at with regard to why they are 

not on-track. Monitoring check process started. 

5) Where appropriate, curriculum or pathway changes or other interventions may be made to 

help enable the student to get back on-track. 

6) Steps 2 to 6 repeat each half-term 

7) Where appropriate, students identified by their subject teacher as being ready for an 

external assessment are entered for and complete the external assessment. 

8) Annual report completed in the summer term by subject teachers. 

9) Targets reviewed for the following academic year. 

 

Monitoring check process 

When a student is identified by the teacher and the Assessment Co-ordinator as not making the 

expected progress then a ‘Monitoring check’ process begins. The subject teacher indicates why 

they think the student is not making the expected progress. This is followed by discussion between 

the Subject teacher and Deputy Headteacher with regard to strategies to help the student get back 

on target. This is then reviewed at the end of the next assessment cycle. If the pupil continues to 

make less than satisfactory over the next cycle then a formal “Monitoring Meeting” will take place 

and the “Monitoring Check” document will be completed and formal actions will be identified for 

both the teacher and the student. 
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Roles and responsibilities 

Subject teacher 

- To maintain a record of the student’s progress in lessons 

- To determine End-of-Year targets for students and communicate these as required 

- To use available data when planning lessons 

- To discuss the result of their most recent BKSB Diagnostic assessment with the students 

(*) 

- Each half-term (as a minimum) to update evidence and indicate progress using the SOLAR 

software 

- To identify students in their subject that are considered to be underperforming and initiate 

strategies to enable the student to get back on-track  

- To complete annual and interim reports as required 

- To decide when a student is ready for an external assessment and to make arrangements 

with the Assessment Co-ordinator for this to be booked-in following the flow chart on the 

form ( Appendix 2 ) 

Progress and Assessment Co-ordinator 

- To initiate the Monitoring check for students not making expected progress 

- To maintain records of the BKSB Diagnostic assessments and make these accessible to 

the Headteacher and other staff 

- To administrate the entry and results of students for the English, Mathematics and ICT 

Functional Skills examinations with Pearson 

- To maintain the whole-school Progress records 

Headteacher 

- To review student progress compared to targets and expected progress 

- Where appropriate, decide if the learning experience of any underperforming student needs 

adjusting and, if it does, determine those changes in consultation with the subject teacher 

- In conjunction with the Examinations Officer, oversee the storage and administration of 

external examination papers 

 

( * - English,  ICT and Mathematics ) 
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Appendix 1 

Progress monitoring check sheet 

 

 

  

Monitoring check 

Student identified as not making the expected progress 

Name: 

Subject: 

Reason Absence Effort Behaviour Other 

Tick     

Teacher comment: 

Action taken: 
 
 
 

Review: 
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Appendix 2 

Functional Skills Examination Entry Request 

 

School:  

Date:  

Student name: 

Subject: English / ICT / Mathematics 

Level:  EL1 / EL2 / EL3 / Level 1 / Level 2 

 

Mock taken on: 

Mark on mock: 

Met Pass Mark required: Yes / No 

Mock paper attached: Yes / No 

 

Examination week requested for: 

Agreed by Gary / Caroline: 

Entered by Gary: 

Parent notified of date: 

Student notified of date: 

Examination taken: Yes / No / Yes but did not try 

Result: Pass / Fail 
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Procedure for entering students for a Functional Skills examination 

The flow chart below shows the steps that must be taken and the order of those steps when 

students are to be entered for an external examination. This applies for both Entry Level and Level 

1 & 2 Functional Skills. There will be 3 planned sessions during the year between October and 

May, one in each full term. Mocks will be during a scheduled week as will the actual examinations. 

Teacher Assessment and BKSB 
support entry 

    

       
Prepare student for examination  Prepare again over the next 4 weeks 

   

Entered during mock week. 
Parent / Guardian informed 

  

     
Mock is taken under exam conditions  Not pass 

       

Pass     
       

Fill in form and discuss with Gary. 
Include the mock paper. 

    

       
When approved pass the signed 

form and mock paper to Gary 
    

       
After checking with Caroline, 

Gary makes the entry 
    

       
Teacher notified of entry     

       

Parent / Guardian notified of entry     
       

Student takes exam     
     

Level 1 & 2  Entry Level 
     

Exam papers posted off  Paper is first marked 
     

Gary checks online for results, 
starting from a week after 

 Paper is second marked 

     
When results are in Caroline is 

informed of the results 
 Marking verified by Leo / Caroline 

     
When allowed to be released Gary 

passes the results on to the relevant 
subject teacher 

 Passes recorded online 

     

The student is informed of the result.  
Gary confirms result to the subject 
teacher who can then tell the student 

If the student does not pass then the process is started again. 

 

 


