ASSESSMENT CO-ORDINATOR'S OVERVIEW OF THE YEAR 2011/12 (Primary)

(Dates shown in red are provisional)


	MONTH / TERM
	ASSESSMENT
	ACTION
	ORDER / CHECK
	WHERE STORED

	AUTUMN TERM

September

(On-going formative assessment throughout year)
	· Carry out a baseline assessment of children in Nursery/Reception using Development Matters in first half-term – submit to LA (optional) 

· Baseline view of children in all classes 
· New to Year 2 and New to Year 6 training courses
	· Distribution sheets to all teachers (AM7)

· Set end of year targets for each year group (decide how much target-setting/tracking to do)

· Foundation Stage Profile (decide between: eProfile/ AM7 Early Years toolkit/ tracking sheets/ other)
	· Discuss with Y2 staff which KS1 tests (2007 or 2009) they wish to use

· If new teachers in Y2 or Y6, send them on New to Y2/Y6 course for essential info on statutory assessment

· Check RAISEonline for KS2 analysis (unvalidated)
	· Begin a new cohort data file for Nursery - label with year of entry or exit

· Class target information should be stored in teachers’ planning files

· Individual child forms/records stored in child's file

	October
	· Parent consultations - share pupil targets/levels

· Moderation clusters

     for Year 2 & 3 teachers


	· Data analysis in terms of strengths / weaknesses / patterns - link to School Improvement Plan

· Revise end of KS2 targets for all KS2 pupils using FFT Live


	· Order KS1 tasks/tests by 14th Oct (choice of 2007/09 – check with Y2 teachers which they wish to use)

www.qcda.gov.uk/ncatools 
· Check QCA Optional Tests needed for Years 

      3, 4 and 5 – consider 

      how/when these might be

      used

· Check RAISEonline for KS1 analysis
	· School data information stored in data file - kept by SLT

· Copy school data for Assessment Co-ordinator file

· Parent consultation notes/ targets stored by class teachers

	November
	· Moderation clusters for 

FS/Year1 teachers


	· Ensure EYFS/Y2 and Y6

Teachers have new 

‘Assessment and Reporting Arrangements 2012’ booklet
	· Check RAISEonline for analysis of summer 2011 data – revise SEF

· Order KS2 test materials including modified/large print by 25th Nov
      (www.qcda.gov.uk/ncatools)
	· Put copy of order forms in Co-ordinator file

· Keep evidence of attendance at Moderation clusters (FS/Year1;

       Yr 2/3)

	December
	
	· Nursery/Reception teachers to discuss assessment and begin to complete FS Profile
	· Order Optional Tests by 9th Dec
      (www.qcda.gov.uk/ncatools)
	


	MONTH / TERM
	ASSESSMENT
	ACTION
	ORDER / CHECK
	WHERE STORED

	SPRING TERM

January

· FSP Moderation &

 Year 2 Moderation – 
individual school visits from moderators 

(Jan - May)
· Yr 2 Tasks and Tests 2007/2009 (use anytime Jan - June)

	· Moderation clusters for 

Year 6 & 7 teachers

(Jan/Feb)


	· Start collecting any test data to support Year 6 additional time applications
	· Order most recent books on the KS1 Reading list


	· Keep evidence of Year 6 attendance at moderation cluster

	February

· Yr 2 Tasks and Tests (2007 or 2009) (use anytime Jan - June)

	· Mid-year Pupil Progress: check-review targets

· Parent consultations - review targets with parents


	· Ensure applications are completed for Access Arrangements for SATs for any Year 6 pupils
	· Check KS1Test/Tasks packs have arrived

· Check targets on course to be achieved

· Check any applications for Access Arrangements

      (Year 6) have been

      submitted 

     (March 1st - likely deadline)
	· 2007 & 2009 Task and Tests packs stored securely for Yr 2 teachers to use as required 

· Parent consultation notes/targets stored by class teacher

	March
· Yr 2 Tasks and Tests (2007 or 2009) (use anytime Jan - June)
	· Moderation clusters
for Year 4 & 5 teachers

	
	Optional tests delivered 
	· Keep evidence of Yr4/5 attendance at Moderation clusters

	April

· Yr 2 Tasks and Tests (2007 or 2009) (use anytime Jan - June)
· Use QCA Optional Tests Y3/4/5 as required
	
	· Detach and display Yr 6 test timetable from ‘KS2 Assessment and Reporting Arrangements 2012' booklet or QCDA website
· Ensure Yr 3,4 & 5 teachers familiarise themselves with Optional Test requirements
	· Yr 6 tests delivered -check correct number of packs 
     – NB do not open packs 
· Check end-of-year parents’ report format

· Check all adults who will be involved in KS2 Tests are familiar with Test Administrator’s Guide
	· Store Year 6 test papers securely – i.e. locked away, with restricted access to keys
(NB Keep Delivery Note)


	MONTH / TERM
	ASSESSMENT
	ACTION
	ORDER / CHECK
	WHERE STORED

	SUMMER TERM

May

· KS2 Tests

· Yr 2 Tasks and Tests (2007 or 2009) (use anytime Jan - June)
· Use QCA Optional Tests Y3/4/5 as required 
	· Year 6  statutory tests

       (14th – 17th May 2012)

· Optional Level 6 papers – 21st – 22nd May

· Foundation Stage Profile Moderation clusters


	· Keep papers under lock and key until max 1 hour before test
· Lock away completed papers immediately until collected

· Ensure Yr 3, 4 & 5 teachers have all the Optional test papers


	· Ensure adequate adult availability for supporting tests (all familiar with guidance)
· Ensure stationery pack has been delivered for Yr 6 tests (return labels etc)
· Ensure Teacher Mark scheme packs remain sealed until all Yr 6 scripts have been collected
	· Check, count, re-seal and store KS2 test papers securely until collected for marking

· Keep evidence of any Moderator visits for           

F Stage or KS1

· Keep evidence of attendance at Foundation Stage Profile Moderation clusters

	June

· Yr 2 Tasks and Tests (2007 or 2009) (use anytime Jan - June)
· Use QCA Optional Tests Y3/4/5 as required

	· Summary judgements for Foundation Stage Profile to be completed by end of June

· KS1 Standardisation cluster meetings (Year 2 teachers)
· KS1 and KS2 Teacher Assessments to be finalised

· Where possible, all teachers have opportunities to moderate some judgements with next teacher
	· Support assessment/data collation for Foundation Stage Profile
	· Check KS1 Tasks/Tests finished

· Check all Teacher Assessments finalised (FS, KS1, KS2)
· Ensure all end of KS data submitted to QCDA/LA
· Check reports to parents comply with legal requirements - see ‘ARA’ booklets for each K Stage
	· Keep evidence of attendance at KS1 Standardisation clusters
(Year 2 teachers)

	July
	· Reports to Parents completed - opportunity to be given to discuss Foundation Stage Profile judgements if parents wish

· Nursery schools – submit exit data, using Development Matters (optional)
· Review end of year Targets - compare with attainment
	· Nursery/Reception teachers to discuss assessment and begin to complete FS profile

· Log child's end of year assessment in school's tracking system
· Information about all pupils transferred to next teacher
· Do progress analysis for core subjects (Yr 2, 4, 6)
	
	· Copies of reports in child's individual file

· Store end of year TA/tests in cohort files
· End-of-year data for next class teacher put in 2012/13 planning file
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