
OPS019 -  Curriculum Policy 

Updated: Deputy Head (Academic) – Sept 2019 

To be reviewed:  Deputy Head (Academic) – Sept 2020 

 

 

   
 
 

 

 
 

 

 

 

 

 

Curriculum Policy 

 

September 2019 

 
 

 

 



OPS Curriculum Policy 
Updated: Deputy Head (Academic) – Sept 2019 

To be reviewed:  Deputy Head (Academic) – Sept 2020 

 - 1 - 

 

 

 
CONTENTS 

 

 

Section Pages Policy 

1 

2-3 

4-12 

13-14 

Whole School Curriculum Policy 

Curriculum Organisation 

Curriculum Planning 

2 
15-19 

21-22 

Teaching and Learning Policy 

General School Policies 

3 22- 35 Assessment, Recording and Reporting 

4 

35 

36-38 

39 

41-42 

Entry Tests and Selection Procedure 

Monitoring the Curriculum 

Staff Development 

Teaching Accommodation and Resources 

 

 

 

 



OPS Curriculum Policy 
Updated: Deputy Head (Academic) – Sept 2019 

To be reviewed:  Deputy Head (Academic) – Sept 2020 

 - 2 - 

 

WHOLE SCHOOL CURRICULUM POLICY 
 

 

We provide full-time supervised education for pupils of compulsory school age, 

in our case between the ages of 3 and 13, (construed in accordance with 

section 8 of the Education Act 1996), with the provision of a curriculum which 

gives pupils experience in linguistic, mathematical, scientific, technological, 

human and social, physical, and aesthetic and creative education. 

 

Within our school community, we aim to provide a full and rewarding 

education by cultivating wide interests and individual gifts in a happy, relaxed 

atmosphere. 

 

Whilst academic success is at the heart of what we are trying to achieve 

through the basic curriculum of the core and foundation subjects of the 

National Curriculum, it is through the whole school curriculum, which consists of 

every activity planned by the school that we hope to prepare our pupils in the 

broadest possible sense.  Every aspect of the wide and varied programme we 

offer will play a part in the overall development of each child. 

 

The whole school curriculum comprises more than the formal programme of 

lessons in different subjects.  It will include diverse teaching styles, a range of 

additional subjects including French in the junior part of the Prep school, as well 

as Latin, Games and the Arts. It will include activities and hobbies, a concern 

for equal opportunities and a set of values and standards of behaviour. In these 

ways we ensure that, in our school, arrangements are in place within the 

curriculum to ensure that all pupils have the opportunity to learn and to make 

progress; including pupils with special educational needs/learning difficulties 

and those for whom English is an additional language.  

 

 

Aims of the School Curriculum 

 

A main aim of the school is to provide a curriculum well-suited to fit the needs 

of all children to acquire speaking, listening, literacy and numeracy skills.  

 

 

In addition, we aim to achieve these objectives: 

 

1. To fulfil the provisions of the Education Reform Act (1988) by providing a 

curriculum 

 “characterised by breadth, balance, relevance, differentiation, 

progression and continuity”. 

 

2. To provide a broad and balanced curriculum which promotes the spiritual, 

moral, mental, cultural and physical development of all pupils at the 

school. 

 

3. To provide, by means of a curriculum which is designed to be appropriate 

to each child’s age and stage of development, the necessary 



OPS Curriculum Policy 
Updated: Deputy Head (Academic) – Sept 2019 

To be reviewed:  Deputy Head (Academic) – Sept 2020 

 - 3 - 

 

preparation for the opportunities, responsibilities and experiences of adult 

life. 

 

4. As some of our pupils are of secondary school age, for those aged 11 to 

13 we aim to provide appropriate guidance to them about their possible 

future careers. We will seek to enable pupils to ‘know themselves’ and 

how their strengths, weaknesses and interests relate to the world of work; 

to learn about different careers and opportunities; and to gain 

information about training, education and occupations beyond school. 

We provide good opportunities, through the provision of PSHE and 

through the tutor system, for teachers to get to know pupils well and 

thereby to assist in identifying the talents of each child both to the 

individuals and to their parents. This process begins with us and continues 

in the next school and helps pupils choose GCSE courses which will have a 

bearing on the path of a future career.  

 

5. To enable pupils to identify their talents,  our provision includes: a broad 

curriculum to include a variety of activities, sports, trips and cultural 

pursuits including music, public speaking (through assemblies, 

competitions and ESB exams), visits by nuns and priests/seminarians to talk 

about their lives and vocations; visits by older pupils who talk to them 

about their businesses started under the ‘Young Enterprise’ scheme; 

teaching about spreadsheets and budgeting in Computing lessons in year 

6; and learning about setting and running a domestic budget in PSHE. 

 

The curriculum must seek to promote three kinds of outcome: 

 

 a) knowledge and understanding 

 b) mastery of a wide range of skills – intellectual, interpersonal and 

physical 

 c) personal qualities, values and attitudes 

 

We would hope: 

 

1. To help pupils to develop lively, enquiring minds, the ability to question and 

argue rationally and to apply themselves to a wide range of tasks and 

physical skills. 

2. To help pupils to use number and language effectively. 

3. To help pupils develop personal, moral values, respect for religious values, 

and tolerance of other races, religions and ways of life. 

 

Finally, in assessing our aims and the key aims of the school, we must remember 

that this is a Catholic school and should, therefore, offer a strong sense of 

Christian community.  Everyone in the school, children, parents and staff, must 

have a sense of belonging, of being important in his or her own right but in 

harmony with those around them.  An aim of our community is for those in it to 

become self-disciplined so that each member of the community lives by the 

same moral standards.  Both the strength of the community and the discipline 

come through practising our faith, which gives the purpose and direction to 

help us attain them. 
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CURRICULUM ORGANISATION 

 

The following section aims to show how the educational philosophy and 

curriculum practice of the school outlined in the Whole School Curriculum 

(previous section of this document) is translated into specific aims and 

objectives in the teaching of each separate subject within the basic curriculum. 

 

It also demonstrates how the overall content of each subject curriculum (as 

detailed in separate Schemes of Work) corresponds with the relevant 

Programmes of Study in the National Curriculum and Common Entrance Syllabi. 

 

All subjects within the basic curriculum are obligatory at all levels, except for 

Latin.  

Latin is compulsory for all year 6 pupils except for those whose level in English 

and literacy in general requires consolidation and reinforcement. Latin is 

compulsory for pupils in the streamed classes in Year 7 and 8 but is optional for 

other pupils (Extra English - for those pupils who require it – or the Perspective 

Course are options in year 7 and 8). French is time-tabled as a subject from 

Year 1. 

 

Class Arrangements 

 

Further information about the Prep (K2 & 3), Pre-Prep (EYFS and KS1) can be 

found in the subject policy documents. 

 

The Pre-Preparatory Department is made up of eight classes. Each class has a 

full time class teacher (EYFS practitioner in Nursery and Kindergarten). The 

Reception, Year 1 and Year 2 classes are supported by a teaching assistant in 

the mornings only.  The Nursery and Kindergarten classes have between two 

and three teaching assistants depending on the number of children registered. 

 

The Preparatory School is divided into nineteen classes (eighteen in 2016-17) 

with two forms in year 3, three forms in year 4,6 and 8 and four forms in year 5 

and 7.  

 

Year 3 are taught English and Maths by their form teachers and are taught by 

subject specialists in most other subjects.  Maths is the only subject being taught 

in ability sets in year 3.    

Year 4 are taught English and Maths in sets by their form teachers while the 

remaining subjects are taught either by them or by specialist subject teachers. 

Year 5 pupils and above are taught entirely by subject specialists and move 

from room to room.  

In year 3 to year 5, the form class teacher is also the tutor.  

 

In Year 6 to 8, the vertical tutor group arrangements allow for pupils to have a 

more consistent base and pastoral support framework – with class teachers 

registering, taking most prep sessions or study sessions, and delivering PSHE 

lessons from the same class base.  

 

In this way, it is hoped to present the children with a gradual and smooth 

transition from class teacher to subject specialist forms of teaching. 
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Setting and streaming 

 

In the Prep school, setting for Maths starts in Year 3. Setting for Science starts in 

year 7.  

In English and French, in year 6 to 8, there is one top set. The remaining pupils 

are taught in equal attainment groups.   

Latin is taught in form classes in year 6 and then setting begins in Year 7.  

 

In Maths and Science, there is the understanding that the children are able to 

move from set to set according to ability and progression.  Staff discuss and 

assess the progress of all the children on a regular basis and advise changes 

when necessary. These arrangements contribute to the provision of subject-

matter appropriate for the ages and aptitudes of pupils, including those pupils 

with a statement (see EAL and SEN policies as well as subject policies on 

differentiation for further evidence of this provision) 

 

 

For Year 7 and 8 there is an element of streaming built in, as one class is for 

those deemed the most academically able, while the remaining two classes 

continue to be divided into sets for Maths and Latin/Extra English/ Perspectives. 

This element of streaming enables staff to teach towards specific examination 

levels whilst following the same Programmes of Study.  

 

Pupils in the “Streamed class” in year 8 will follow either the Common Entrance 

route or the academic Scholarship route.  

 

Additional tuition in Drama, Art or Music is provided as necessary for pupils 

intending to attempt examinations for awards in these areas. 

 

Latin in Years 6, 7 and 8 

 

From Year 6 onwards children who are deemed to need them receive three 

extra lessons per week in English in a context of Classical Studies (called Extra 

English and Classical Civilisation or XECC lessons).  Latin sets 1 and 2 receive 3 

Latin lessons per week.  

 

Subject Times 

 

Where possible English and Mathematics are timetabled for the morning 

sessions but normal timetable restrictions mean that some lessons must 

invariably be timetabled for the afternoon sessions.  Where possible, PE is 

timetabled for those days when the children do not have games in the 

afternoon. 
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Lesson Allocation 

 

As far as possible English, Mathematics, Science, DT and Art are timetabled with 

double lessons throughout the school. Double lessons will normally be 

timetabled in all Common Entrance subjects when pupils reach Year 8.  

See appendix to this section for the current Curriculum Audit showing the 

allocation of lessons to each form. 

 

Learning Support 

 

The school has the services of a full-time SENCO to cater for the special needs 

of children with learning difficulties in particular with written work, and this 

support is furthered by other visiting specialist teachers.  Pupils are withdrawn 

from class to receive special tuition, according to their needs, either on a one-

to-one basis or in pairs.  The number of lessons an individual pupil would receive 

ranges from one to three lessons per week.  Care is taken to ensure that 

children do not miss the same subject lesson more than once in any one week 

and the timetabling of these lessons is also sensitive to the needs and talents of 

the individual child.  Referrals for assessment are made after 

teacher/Headmaster consultation, and written recommendations are 

forwarded to the parents on the basis of this assessment.  (See Learning Support 

Policy) 

 

Members of the learning Support Department also attend lessons and support 

children with learning difficulties in the classroom.  

 

All teaching staff are expected to be fully committed to providing as much 

guidance and support as possible to assist children with difficulties to succeed 

in their studies.  We regard it as our duty to satisfy the educational needs of all 

children in the school, regardless of ability.  For this reason, we equally accept 

our responsibility to identify and extend children who are particularly gifted 

academically or in any other area of activity which the school can foster. 

 

Foreign Students and EAL (English as an Additional Language) 

 

Additional support is given according to individual need to foreign students by 

a qualified EAL teacher to enable foreign students to cope more easily with 

work in other subjects alongside the pupils within their own form. EAL lessons are 

timetabled to match those subjects on the timetable most difficult for the 

particular individual child to access. Over a period of weeks or months the 

child’s timetable adapts with the ability to access each subject and benefit 

from joining the mainstream classes.  

 

High Ability Pupils 

 

High ability children may be excellent performers in sport or music; strong social 

leaders and organisers; creative, original and independent thinkers; highly 

motivated, persevering and exceptionally dedicated, showing unusual stamina 

and concentrated effort.  We acknowledge the importance of being 

constantly observant and ready to recognise in any pupil one or more of these 

signs of strong ability, to do what we can personally to encourage the child in 
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the development of these gifts, and above all to make sure that colleagues are 

made fully aware of special abilities that they may not have had an 

opportunity to witness for themselves.  (See Policy for High Ability Pupils further 

on in this document.) 

 

Drama 

 

School plays are normally performed in the prep school at least three times a 

year and in many instances, all children are given the opportunity to 

participate; certainly, there is large scale participation and this is a key 

consideration in the choice of the play. Drama is also offered as an activity 

option or extra lesson leading to a performance (eg LAMDA) and morning 

assemblies provide a valuable additional platform for dramatic presentations. 

Opportunities for drama are also provided through class assemblies and 

talented individuals are prepared for scholarships and other awards to future 

schools. 

 

Music 

 

Class music lessons are incorporated into the main teaching timetable and a 

team of peripatetic teachers are engaged to give individual music tuition.  

Pupils are entered for the appropriate Associated Board of the Royal Schools of 

Music exams and every encouragement is given to the children to learn a 

musical instrument.  A wide variety is taught and whatever pupils wish to learn 

can usually be accommodated within the programme.  Individual singing 

lessons are also given.  There are four choirs, an orchestra, a jazz band, rock 

groups and various instrumental ensembles.  All children in Years 3, 4 and 5 

learn the violin, recorder and clarinet. Every child has the opportunity to learn to 

play keyboards within the taught music programme of study. Regular concerts 

both within and outside the school provide valuable opportunities for children 

involved to gain performing experience. 

 

 

Personal Social and Health Education 

 

All parts of the curriculum play their part in the realisation of our stated aims of 

promoting knowledge and understanding, fostering skills, and developing the 

personal qualities, values and attitudes of every individual pupil.  They will not, 

however, necessarily allow us to focus in sufficient depth on British values, 

physical, sexual, moral and vocational matters so as to allow for adequate 

fulfilment of another of our aims, namely the preparation of pupils for the 

opportunities, responsibilities and experiences of adult life.  For this reason, we 

have dedicated one lesson per week in Years 3-8 for Personal Social, Health 

Education and Citizenship; PSHCE. 
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Project Work 

 

Whilst traditional methods of subject-based teaching may be regarded as the 

norm in this school, we nevertheless acknowledge the desirability of 

incorporating a certain amount of project work into the curriculum.  We 

consider that project work: 

 

1. allows pupils to work across the curriculum without the constraint of subject 

boundaries  

 

2. stimulates pupils to research and investigate 

 

3. affords opportunities for independent learning 

 

4. promotes newer and more flexible styles of teaching and learning 

 

5. encourages open dialogue between staff 

 

6. provides opportunities for departments with shared interests to plan together 

for curriculum coverage. 

 

Much valuable project work should result from informal arrangements between 

members of staff, but topic frameworks are built into Schemes of Work so that 

cross-curricular experience for all pupils is guaranteed.  Staff may offer ideas 

from Schemes of Work in their own subjects to other staff as a basis for a 

particular topic, or they may extract common themes from Schemes in other 

subjects to which they feel able to contribute in a cooperative venture. 

 

There is a shared responsibility to ensure that such arrangements are made for 

each year group, and a more formal approach to the organisation of topics 

may at times be deemed necessary.  The period following school examinations 

towards the end of the summer term is considered most appropriate for 

sustained involvement in projects, though they may also be undertaken 

intermittently over part or the whole of a term. 

 

Subject Focus Days 

 

At some points during each school year and particularly in the Summer Term, 

we arrange to have a subject focus day or possibly a focus week.  This involves 

the whole school in a cross-curricular study of a subject involving all the children 

and as many staff as is possible.  We value the integration of all staff in the 

planning of these events and the immense sense of achievement that the 

children gain. 

 

Mass 

 

There are, at present, four periods for Mass built into the timetable: 

 Monday, Lesson 11  – Year 7 

 Tuesday, Lesson 3   – Year 3 and 4  

 Tuesday, Lesson 6   – Year 8 

 Friday, Lesson 3   – Year 5 and 6  



OPS Curriculum Policy 
Updated: Deputy Head (Academic) – Sept 2019 

To be reviewed:  Deputy Head (Academic) – Sept 2020 

 - 9 - 

 

 Children in Kindergarten, Reception, Year 1 and Year 2 attend Mass once a 

term. 

 

Lessons for other year groups continue as normal at these times.  The purpose of 

these lessons is to accommodate Mass in the normal routine of the school day. 

 

Prep 

 

Prep forms an integral part of the school day and of the monitoring process.  

Prep should always be set with a purpose, which might include: 

 

1. to check that work taught has been understood as a follow-up to a lesson 

 

2. to teach a lesson 

 

3. to write up what has been covered in a lesson 

 

4. to read to prepare for a forthcoming lesson 

 

5. to revise work previously covered 

 

6. to afford an opportunity for independent learning (perhaps in the Library or 

ICT suites) 

 

Major examination subjects are allocated one prep every week and minor 

subjects at least on alternate weeks.  As far as possible, prep is supervised by 

the form class teacher but if he/ she is teaching, then another member of staff 

supervises the session.  Preps last 30 minutes for each subject. 

 

Pupils in all year groups may attend study sessions between 5 and 6pm each 

day.   

 

Prep is an occasion when pupils are expected to work on their own (though 

under supervision in the room) and they are expected as far as possible to 

resolve their own problems in the course of completing the work set. The 

supervising member of staff will be available to give quiet guidance as 

necessary. 

 

There should be a quiet, industrious atmosphere throughout the school for the 

duration of the prep period. 

 

The hour is split into two sessions of 30 minutes (or on a shorter prep period just 

one session of 35 minutes).  During each session an assignment is carried out in 

whatever subject is specified for prep in a given form that day. This is a task 

deemed to be appropriate and adequate for the time allowed. Pupils should 

have a clear understanding of the task itself and of the teacher’s expectations 

and the work must be fully supported by sufficient books or other materials. 

 

Supervising staff are encouraged to check a pupil’s work (by initialling this 

and/or writing a not in the pupil’s planner) where it is completed before the 

allotted time to ensure that it has been undertaken completely and 
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satisfactorily.  Further reading or silent learning should then occupy the pupil for 

the remainder of the time.  In exceptional circumstances prep may be taken 

home, but it is considered desirable in the school that pupils should complete 

the day’s work at school and that there should normally be no necessity for 

work to be taken home. 

 

Pupils in Years 3 and 4 are given shorter prep tasks. During the prep sessions they 

will also have a chance to pursue activities such as Music, Swimming, Singing, 

Art, Craft and Chess. 

 

After School Activities 

 

Every pupil from Year 3 upwards is offered a range of activities through the 

week.  Activities take place on Monday, Tuesday, Thursday and Friday between 

5.00 and 6.00pm.  School ends on Wednesdays at 5.00pm 

 

There is a wide range of activities from which the children may choose.  Care is 

taken to ensure that the children select from a cross-section of activities and 

that their choice is not dominated by a selection from only one area.  The 

range of activities on offer through the academic year may include the 

following: 

 

Hobbies:   Pottery, computers, darts, cookery, origami, board games, 

chess, art and craft, mosaics, Lego construction 

 

Cultural:  Choirs, orchestra, jazz band, rock group, percussion group, 

drama (School play), mandarin 

 

Sporting:  Judo, swimming, water polo, squash, table tennis, football, 

futsal, cricket, basketball, fencing, golf, badminton, rugby 

sevens, lacrosse, real tennis, mixed hockey, climbing, cross-

country 

 

Activities change throughout the year according to the season, and pupils may 

alter their choice each term.  Pupils’ own preferences are carefully considered 

when planning for the addition of new activities.  All full-time teaching staff 

contribute to the activities programme, and visiting staff bring specialist 

knowledge and expertise to many activities. 

 

The unusually wide range of activities offered by the school is one of its notable 

features.  The activity programme is considered to be an important component 

in the whole school curriculum because it contributes so much to the realisation 

of the school’s aims and objectives. 

 

Opportunities also exist within the activities timetable for pupils to pursue some 

basic curriculum subjects to a more advanced level (e.g. Art, Science Club) or 

to explore certain areas of a subject which may not be covered in timetabled 

lessons (e.g. Drama, Mandarin). 

 

It is the school’s intention that activities should: 
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1. Extend knowledge and skills acquired in the basic curriculum 

 

2. Broaden children’s interests by introducing activities not covered in the 

basic curriculum 

 

3. Enable pupils to develop a particular gift or skill 

 

4. Allow pupils to try out a range of new experiences 

 

5. Provide for participation in group activities (eg choirs, drama, team 

practices, etc) 

 

6. Encourage constructive use of leisure time 

 

 

 

Saturday Enrichment Programme 

 

The Saturday Enrichment Programme was introduced in September 2017. This 

programme is designed to engage pupils at different levels. It provides 

scholarship type development and stretch, booster and support work, co-

curricular learning and also fun and enjoyment. The school is keen, through this 

programme, to encourage pupils to explore more areas of learning and 

challenge themselves to get better.  

The school offers a comprehensive and exciting programme for pupils in year 5 

to 8. The Saturday modules may include Blocks like:   

 Talks and assemblies supporting and extending the curriculum, but 

adding new insights and a range of additional material that will support 

the learning of our pupils. 

 Debating and Public Speaking   

 Bikeability 

 Ceramics 

 A balanced approach to cooking 

 General knowledge 

 Rowing 

 Science in the world 

 Spanish 

 Orienteering 

 Sport 

 Booster Maths 

 Yoga 

 First Aid 

 Online Testing practice 

 Command Tasks 

 Interview advice and practice  
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Saturday Mornings will start with an Assembly at 9.30am. The first module will 

take place from 10.30am to 11.30am, and the second module from 11.45 to 

12.45am.   

 

 

 

Revision Sessions 

 

For the boarding pupils in their final years an evening revision programme is 

organised from the autumn term onwards.  Revision sessions are held on 

weekday evenings (on Mondays, Tuesdays and Thursdays leading up to the 

Mock Exams in February and again leading up to Common Entrance Exams in 

June) led by resident members of staff.  These sessions last for 45 minutes starting 

at 6.30pm. 

 

 The importance of private study is recognised and the pupils’ ability to work on 

their own is a skill that the school is keen to foster (e.g. study sessions are 

available during 5.00-6.00pm activity times for those pupils wishing to attend). 

Mobile devices have been bought to help with the development of 

independent learning. Year 3 pupils are encouraged to work on both “My 

Maths” and “Literacy Shed” during prep times to reinforce their literacy and 

numeracy skills.  
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CURRICULUM PLANNING 

 

The school upholds the principle that good curriculum practice is achieved only 

through careful and thorough planning – for the whole school, for each subject, 

for each class and for each lesson.  Only by this means can progression be 

assured.  For this reason, we maintain a clear planning structure as described 

below. 

 

The School Curriculum Policy Document 

 

This has been drawn up in full consultation with staff and is regularly updated 

and reviewed.  It sets out the school’s aims and objectives and deals with all 

matters concerning curriculum policy and practice.  Procedures laid down in 

this document are to be followed by all staff. 

 

Programmes of Study 

 

Programmes of Study exist for each subject and have been devised by staff 

working together. They set out the knowledge and skills which pupils should be 

taught within a particular time-scale in each year group, and they also show 

coverage of the Common Entrance Syllabus (at appropriate levels) and of the 

National Curriculum. In more detail, they describe the materials, processes and 

methods through which the knowledge and skills will be taught.  They indicate 

areas of the subject which relate to other subjects and opportunities for cross-

curricular initiatives. They also point out suitable opportunities for promoting 

British Values, for developing topic work, the use of the library and of 

information technology. 

 

Schemes of Work 

 

Schemes of work indicate much more precisely the particular topics and 

activities which will be dealt with in lessons each term (giving, for example, 

page numbers, essay titles, bookmarked websites and books to use).  They also 

detail the actual resources that will be deployed, and define specific 

objectives. They will also refer to areas which need revision and reinforcement, 

and the planning of Programmes of Study will allow staff to co-ordinate cross-

curricular opportunities. Exams and other points of assessment will also be 

shown. 

 

Schemes of work are presented at the start of every term by all staff.  They 

should be written in consultation with other staff in the year group teaching the 

same subject. They are monitored by the Director of Studies and the Heads of 

Department.  It is the responsibility of the Heads of Departments to ensure that 

the forecasts are linked to the Programmes of Study and that in the course of 

the year all the learning objectives are met. 

Prep Departments are encouraged to develop more of their own resources. In 

order to provide more meaningful Revision resources, prep Departments are 

encouraged to create text books or pamphlets that incorporate knowledge 

that will be tested, differentiated notes and exercises, past questions, model 

answers or a glossary of key ideas and terms.   
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Lesson Plans 

 

Each member of staff will need to make plans for individual lessons which put 

the content of the Scheme of Work into day-to-day practice. We call this short-

term planning the Record of Work. Staff will use their own judgement to 

determine the teaching style and method for particular subject topics or 

activities, and as a year group, they will also make decisions concerning the 

order in which they are delivered.  The Record of Work should also contain an 

evaluation which takes place after each lesson or series of lessons and should 

inform future planning and practice. 

 

Planning Review 

 

We should constantly review our planning in year group meetings, as a 

department and as individual teachers, taking into account in our Schemes of 

Work the abilities and progress of the children. 
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TEACHING AND LEARNING POLICY 

 

Rationale 

 

 

Children have an entitlement to a programme of learning experiences, which 

offers them the maximum opportunity for development, is adequately 

resourced, takes place within an attractive environment and is planned in a 

varied and stimulating way. 

 

It is important that learning should be an exciting, challenging, stimulating and 

inspiring activity with each child having equal access to a variety of learning 

experiences. 

 

We want to encourage a growth mindset in our pupils. This can be done by 

encouraging them to value effort over attainment, and to understand the link 

between hard work and high scores. It involves fostering a love of difficulty and 

challenge and a fearlessness of failure and low performance. 

To ensure that the children reach their potential and develop a growth 

mindset, we need to consider these areas: 

 

 The Quality of Teaching 

 The Quality of Learning 

 The Teaching and Learning Environment 

 

 

The Quality of Teaching 

 

Teaching is good when: 

 

1. Work is planned carefully. 

 

2. Planning follows the agreed strategies as set out in the Staff Curriculum 

Policy Handbook. 

 

3. Pupils acquire knowledge, skills and understanding progressively and at a 

good pace. 

 

4. The lessons have clear aims and purposes and take full account of the 

Schemes of Work laid down. 

 

5. Children with different learning abilities and interests are catered for to 

ensure that all pupils thrive.  

 A strong emphasis must be put on differentiation within teaching plans. 

Differentiation should include both ways in which strong learners can be 

challenged and slower learners can be helped to progress.  

 Advice about Learning Support must be incorporated into teaching 

plans. Staff should know about the specific learning needs of the pupils 

in their class and plan around these. They should also demonstrate 
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awareness of how those needs have been met when they meet parents 

to discuss the progress of their child. 

6. The teaching methods take into account the topic or subject as well as 

the needs of the pupils. 

 

7. The conduct of the lesson sets high attainable expectations of all pupils. 

 

8. There is regular feedback through marking and discussion of work with 

pupils. Both feedback and reporting are used as a way of fostering a growth 

mindset and educating pupils about how to learn better.  As far as possible the 

school should encourage teachers to use formative assessment where marking 

of work leads to target setting and feedback on how to improve. It should also 

be used by teachers to reflect on their own practice and find ways of 

improving their teaching.  

9. Classroom management is good. 

 

10. Lessons are challenging, stimulating and inspiring. 

 

12. It takes into account pupils’ interests and is flexible enough to take 

advantage of issues of the day. 

 

13. Relationships are positive and promote pupils’ motivation. 

 

14. Prep extends and supports the work done in lessons. 

 

15. Teachers are encouraged to use tracking as an effective way to develop 

children’s skills and achievement.   
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Indicators of successful teaching might be: 

 

1. Differentiation of task and/or outcome reflecting an awareness of 

children’s needs. 

 

2. A range of challenging activities, including trips and visitors. 

 

3. High and achievable expectations with regular praise. 

 

4. A variety of teaching approaches (more enquiry and discovery-based 

than spoon-fed). 

 

5. A consistent approach with clear instructions, good planning and 

preparation and a summary of what has been learnt. 

 

6. A variety of resources. 

 

7. Continuity of work. 

 

8. Equality of access to the curriculum. 

 

9. Reinforcement through summary and repetition. 

 

10. Opportunities for pupils to ask questions and for the teacher to ask a 

variety of open and closed questions. 

 

11. The lessons move on at a good pace. 

 

12. Lessons learnt are summarised and used in further lessons. Teachers are 

encouraged to collate summaries and notes into a pamphlet for future 

references in order to facilitate revision work.  

 

13. Lessons are evaluated and where necessary repeated using a different 

approach. 

 

The Quality of Learning 

 

The school is a centre of learning, and good teaching facilitates this learning. 

 

We recognise that it is important for children to feel happy, secure and 

confident and that this underpins the quality of their learning. 

 

We agree that effective learning takes place when children are able to: 

 

1. Develop a Growth mindset 

 

2. Recognise that expectations are high for them. 

 

3. Respond to tasks with enthusiasm. 
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4. Experience success. 

 

5. Organise themselves and their resources. 

 

6. Work in a sustained manner with a sense of commitment and enjoyment. 

 

7. Gain confidence and raise questions about their activities. 

 

8. Persevere when in difficulty. 

 

8. Develop strategies to overcome difficulties. 

 

9. Become more independent in their learning. 

 

10. Work in a variety of ways, e.g. group, pairs and as individuals. 

 

11. Evaluate their work, taking a pride in it. 

 

The Heart of Effective Learning 

 

1. The child knows what he or she is doing and why.  The child can be seen 

moving purposefully from one activity to the next during the day. 

 

2. Knowledge and skills have been taught and children feel confident using 

them.  Resources need to be well organised and easily accessible for the 

children. 

 

Indicators of effective learning might be: 

 

1. A wide range of resources being used effectively. 

 

2. Objective test scores are improving. 

 

3. Children are making progress. 

 

4. Assessment and test results are improving. 

 

5. There is evidence of children evaluating their own work. 

 

6. Children are purposeful and fully engaged in their learning. 

 

7. Children knowing the purpose and aim of the lessons. 

 

8. Learning is enjoyable and, where possible, practical. 

 

9. Skills of concentration, questioning, co-operation and perseverance are in 

evidence. 

 

10. Children working in a variety of ways, in groups, as pairs and as individuals. 
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11. Children feeling safe and unthreatened in a positive atmosphere of 

mutual respect and trust. 

 

The Teaching and Learning Environment 

 

Resources must be arranged in an accessible way.  Displays of finished work 

should celebrate the achievements of all the pupils. 

 

We agree that our classrooms will provide: 

 

1. A stimulating environment 

 

2. A welcoming atmosphere 

 

3. Attractive displays that, where appropriate, reflect all children’s work and 

change regularly. 

 

4. Organised equipment and resources. 

 

Indicators of good practice might be: 

 

1. Displays which are interactive, relevant and varied. 

 

2. Displays which are appropriately labelled and attractively mounted. 

 

3. Displays which reflect all curriculum areas. 

 

4. Writing at eye level where possible with consideration given to word 

processing and font size for clarity. 

 

5. Resources which are readily available, clearly labelled, accessible, well-

maintained and appropriate to the age and stage of the children. 

 

6. A tidy room. 

 

7. Displays which make use of ICT facilities. 

 

8. Displays of appropriate key vocabulary. 

 

The way we organise our classroom environment sets the standard for the 

children and enhances the working and learning environment. 
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GENERAL SCHOOL POLICIES 

 

The policies outlined below form part of the English Schemes of Work but, as 

they are of concern across all areas of the curriculum, they require a unified 

approach. 

 

A Whole School Policy for Spelling, Grammar and Punctuation 

 

Spelling, grammar and punctuation are aspects of basic literacy for which all 

staff have a shared responsibility.   

 

The correct use of capital letters and full stops, writing in full sentences and in 

paragraphs, and the correct use of vocabulary in both speech and writing 

must be taught and reinforced in all lessons.  The correction of common 

mistakes (such as confusing our/are, would have/of, their/there/they’re) in 

spelling and grammar is the province of every teacher. 

 

Spelling support should be a positive aspect for all classes for whatever age, 

ability level or subject.  This can take the form of subject-specific lists of words, 

words used most frequently, words used in a particular topic, and the learning 

and testing of these words.   

 

We must also encourage as a school the use of dictionaries and thesauri, which 

are available for the children in all classrooms. The use of electronic spell 

checkers, available as an individual pocket-sized item, is also encouraged. 

 

Handwriting 

 

A cursive handwriting scheme introduced in the Pre-Prep Department is 

followed throughout the school.  The only deviation from the scheme is that no 

loops are formed on letters above the line but those below the line are 

retained. 

 

A joined up, cursive style is taught from Year 1 onwards.  It is expected that 

every child will be using such a style without difficulty by the end of Year 3.  The 

Learning Support Department teaches the same handwriting style.   

 

For children who join the school at 7+, the scheme is used only if deemed 

absolutely necessary; otherwise they continue in the style that they have 

already been taught. 

 

Handwriting practice forms an essential part of English lessons, particularly up to 

and including Year 5, but the importance of legible handwriting is to be 

emphasised throughout every subject area up to and including Year 8. 

 

 

Presentation of Work 

 

Every child is encouraged to use a fountain pen from Year 5 onwards.  For those 

with serious handwriting problems, or who are left-handed, an alternative such 

as a good quality roller-ball or felt-tipped pen may be used if recommended by 
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the English and Learning Support Departments.  In the Early Years until Year 4 a 

pencil is permissible but by the summer term of Year 4 all pupils should be using 

a fountain pen for at least some of their work.  A pencil is used for mathematics 

work. 

 

Every piece of work should be dated and have a title, both of which should be 

underlined using a ruler. Before beginning a new exercise it should be ruled off, 

again using a ruler. Only exercise books with a margin should be used in the 

Prep school. 

 

Pupils should be encouraged to set out their work as clearly as possible.  

Although wasting space should be avoided, it is preferable that work be spread 

out rather than overcrowded. Credit should be given for careful presentation.  

The children must be made to see the importance of taking pride in the overall 

appearance of their work. 

 

Display 

 

The school upholds the principle that the display of work of merit produced by 

pupils in all areas contributes significantly to an atmosphere of educational 

vitality and creativity. Examples of work are therefore on display in all parts of 

the school to heighten awareness among pupils, staff and visitors alike of the 

excellence achieved in a wide variety of activities. Displays must be of a high 

standard and reflect the work of as many children as possible. Such work must 

be corrected for grammar, spelling and punctuation and written in straight 

lines. Displays of visual aids and posters are also encouraged in the classrooms 

and on the communal and shared areas of the school.  The use of display 

tables and boards, hanging space, three-dimensional construction, portfolios of 

children’s work and interactive activities are all highly desirable. 

 

Personal Reading 

 

Reading is central to success in all learning.  Good readers will always fare 

better than those for whom reading presents difficulties.  It is therefore 

imperative that good reading habits are fostered throughout the school. 

 

It is the immediate responsibility of the English teachers to see to it that sufficient 

time is allocated to reading and to hearing the children read.  All other 

teachers can assist in monitoring reading progress within their subject 

specialities and tutors also have a part to play here in respect of their own 

tutees. 

 

The number of lessons provided for English up to and including Year 5 provides 

adequate time for the monitoring of reading skills and ancillary support is 

available to teachers of pupils up to year 6 for this purpose.  When Preps are 

finished the children can read their own books and the member of staff 

supervising the form can hear individuals read.  

 

Pupils are equipped with Reading Record Books which allow them to keep a 

continuous diary of their reading and also to record their comments on the 
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books they read.  This record is an invaluable tool in monitoring children’s 

reading habits and progress. 

 

Library 

 

Extensive use of the library is encouraged, each set or class having one English 

lesson every week devoted to a library visit which allows for guided choice of 

books, research tasks and an opportunity for the teacher to listen to the pupils 

read.  Apart from its use during lesson times, pupils are permitted to visit the 

library in their spare time when supervision is available. 
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ASSESSMENT, REPORTING AND RECORDING ASSESSMENT 

 

Continuous Assessment 

 

All the work that a pupil does is a suitable subject for assessment and this 

contributes to the report card mark (These marks are out of twenty). At the end 

of modules taught in each subject the departments assess the effectiveness of 

teaching and learning.  This can be done in a variety of ways, including tests, 

written work, orally or even in role play. Modular Assessment results are collated 

by the Head of Department. 

 

Ongoing Classroom Assessments 

 

Regular classroom testing is regarded as a vital element and as an important 

tool in our teaching.  We believe that tests in all subjects provide for the pupil a 

focus and a target, and all subjects provide for the teacher a primary means of 

continuous assessment – both of individual pupils themselves and of the group’s 

progress through the Scheme of Work. 

 

Continuous assessment drives our planning, identifying the next stage of an 

individuals work programme.  We follow the Curriculum Planning Cycle set out 

below: 

 

 
 

 

Moderating of Standards 

 

All written work, and a reasonable amount of oral and practical work, should 

be marked against a clear marking scheme.  Pupils should always be clear as 

to the precise meaning of marks allocated and know where and how marks 

have been lost or gained. 

 

In the case of internal examinations, where two or more classes sit the same 

paper, staff should agree on a marking scheme and an element of moderation 

is essential (either by exchange of marked papers for comparison or by using a 

common marker for sections of the paper or indeed whole exam papers). 

 

Plan 

Review 

Evaluate 

Deliver / Teach 
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The value of report card effort grades and criteria for the award of a particular 

grade are regularly discussed by all staff and agreed principles should be 

observed by all. 

 

 

Formative Assessments 

 

The following are undertaken at various stages through the year: 

 

Baseline Assessment              Entry into Nursery, Kindergarten and 

Reception (within 3 weeks) 

Progress Check at Two       Nursery (between 24 and 36 months) 

EY Foundation Stage Profile     June – Reception  

Spelling Tests BSTS February Yr 3 - 7 

Reading Tests GRT February January Yr 3 – 7, November & May Y2 

CAT Tests September Yr 6 & 7; May Year 4 

Maths Screening tests May Yr 1- 7 

 

These are designed to inform the staff and the Learning Support staff of children 

who are under-achieving, working to ability or who are achieving high results 

compared to their expected levels.   

Formal systems of end-of-module tests or assessments of work have been 

developed in each subject. Schemes of Work include references to these 

modular tests and approximate dates for them. 

 

Diagnostic Assessment and the Special Educational Needs Co-Coordinator 

(SENCO) 

 

Where concern is expressed regarding a pupil’s persistent difficulty and poor 

progress, a diagnostic assessment may be arranged with the parents’ approval.  

In the first instance this is undertaken by the school’s own Learning Support 

Coordinator (SENCO).  The SENCO may recommend weekly or twice-weekly 

sessions to work on specific problems. 

 

The initial assessment may point to a more severe problem, in which case the 

parents are provided with information regarding suitable specialists (eg 

educational psychologists) who may be consulted with a view to establishing 

the precise cause of the child’s difficulties, and indicating appropriate action in 

terms of remedial treatment. 

 

Parents generally provide the Headmaster with a copy of the specialist’s report.  

If special needs are identified that can be catered for within the parameters of 

the school curriculum then they will be.  Staff are always informed collectively 

by the Headmaster of any special provision or treatment required by a pupil 

within school. 

 

All staff and parents involved with an individual pupil work closely with the 

SENCO and are involved in frequent discussions concerning a pupil’s progress 

and individual needs.  If sufficient improvement is achieved, additional 

teaching may cease if all concerned are agreed that it is no longer necessary. 
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Assessment by Examination 

 

The children are prepared for the following examinations: 

 

 ISEB Examinations at 11+ and 13+ 

 Public School Scholarship Examinations at 11+ and 13+ for academic 

performance, art, music, sport, drama and all-round awards 

 Grammar School Entry Examinations at 11+ and 13+ 

 In-house assessments, end of module tests and precursor tests or ‘Mocks’ 

leading to Common Entrance exams 

 Internal Examinations in the Summer Term and Mock Examinations for 

external examinations in November, January and February 

 The Foundation Stage Profile is completed at the end of the Foundation 

Stage 

  

 

Examination Timetables 

 

November: Year 6 Girls’ Mock Common Entrance (in English, Maths and 

Science) 

The remainder of Y6 CE 11+ Common Entrance as an internal 

exam. 

 Year 8 Girls’ Entrance Exams 

 Year 8 Mock Scholarship Examinations 

 

January: Year 6 Girls’ 11+ Common Entrance 

 Year 8 13+ Common Entrance Examinations (to those schools 

requiring it) 

 

February: Year 8 Mock 13+ Common Entrance Examinations 

 Year 8 13+ Common Academic Scholarship Examinations 

 

March: Year 8 Academic Scholarship Examinations 

April :               Year 8 Academic Scholarship Examinations 

 

June: Year 8 ISEB 13+ Common Entrance 

 Year 3 Internal Examinations in core subjects 

Year 4-7 Internal Examinations in most / all subjects  

 

 

The National Curriculum and Common Entrance 

 

The school follows both the National Curriculum and ISEB syllabi.  Common 

Entrance has served traditionally in prep schools as a framework for the 

curriculum during the top two years. 

 

Common Entrance: 

 provides a selection or qualifying exam in a uniform process throughout 

independent schools 

 is an aid to senior schools in arranging setting of incoming pupils 
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 is evidence of coverage of a prescriptive syllabus agreed between prep 

and senior schools 

 is a firm foundation and point of departure for more advanced scholarship 

work 

 

 

It is the school’s policy to follow the National Curriculum but not to participate 

in national testing at Key Stage 1 and Key Stage 2.  Following the National 

Curriculum allows us to ease the transfer of pupils to and from maintained 

schools. 

 

Common Entrance continues to provide a formal assessment at 11+ and 13+, 

supported by teachers’ assessments contained in reports and the Pupil Record 

File.  We are ready to respond to changes in both Common Entrance syllabuses 

and National Curriculum orders.  Individual requirements of particular senior 

independent schools will continue to guide us in the preparation of candidates 

for their scholarship and/or entrance examinations. 

 

One of the principal academic tasks of the school is to prepare children for 

entry into independent schools at 11+ and 13+ through Scholarship and 

Common Entrance examinations.  The demands of these exams will be taken 

into consideration within Schemes of Work so that their requirements, as well as 

those of the National Curriculum, are met.  Common Entrance and the National 

Curriculum are converging and only the extra requirements of Scholarship 

exams will have to be carefully monitored, particularly in Years 7 and 8. 

Academic Scholarship candidates need to regularly practise and receive 

feedback on scholarship papers for their chosen school in all taught subjects. 

Pupils who are planning to leave the school at the end of Year 6 must be 

encouraged to develop academically so they are at their best in time for their 

11+ papers. This will require extra papers and extra homework, with an 

expectation of work levels similar to pupils at CE in Year 8. 

Form teachers and tutors need to gather information from Year 4 up to keep a 

close eye on future schools for the pupils and prepare them effectively.  

Pupils will be prepared for any examination that they may have to take for 

entry into another school.  Those pupils needing it will be given practice in 

Verbal Reasoning and for interview.  For those schools, particularly girls’ schools 

which frequently set their own entrance papers, where special papers are set, 

pupils will be given guidance if the format of the papers is known or available. 

 

INTERNAL EXAMINATIONS 

 

Internal and external examinations are conducted formally and are invigilated 

by teaching staff in timed examination conditions.  Pupils gain experience in 

working under the pressure and formality of such conditions.  Invigilators explain 

instructions and may read questions to examinees but may not explain 

technical terminology.  Pupils will receive extra time or other special provisions 

within the examination (NB: such concessions are determined by the Learning 

Support department) to complete the papers if they have a current Education 
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Psychologist’s report to indicate it is required.  They should also acquire the skills 

of proper revision and preparation, aided as fully as possible by their various 

subject teachers.  Provision for revision is given during the lessons preceding 

exams in Years 3 and 4. For pupils in Years 5 and above an increasing amount 

of guided revision is expected to be completed by pupils outside lesson times. 

 

The papers themselves and the marking of them are standardised as far as 

possible across each year group in each subject.  A schedule of marks is drawn 

up for each form showing pupils’ marks in each subject, their average 

percentage mark across all subjects, and the class average for each subject. 

Exam positions are marked in only on schedules kept strictly for internal use by 

the staff. Marks are also entered in SIMS to be communicated to parents as part 

of the end of term reporting arrangements. 

 

Examination marks and class or set averages are entered on end-of-term 

reports, though form positions are not given. (Positions serve to assist staff in the 

analysis of results and detailed discussion of individual pupils’ performances 

after the marking has been completed).  Examination marks will contribute to a 

whole assessment of a pupil’s progress and consideration of a possible transfer 

between classes or (exceptionally) between year groups.  Decisions will never 

be taken on the basis of examination results alone. 

 

 

EXTERNAL EXAMINATIONS 

 

Common Entrance Requirements 

 

 

 

11+ (normally taken at OPS by girls only) 

 

Taken in January by girls who will be under 12 on entry to their senior school in 

the following September or by pupils whose future senior school uses it as a pre-

test. Entries are made by 1st December.  The following papers are compulsory 

and there are no optional papers: 

 

1. English 

 There are two 45-minute papers  

PAPER 1: COMPREHENSION (25 marks; 40 minutes, plus 5 minutes’ reading 

time) The paper will usually contain one extract, followed by one set of 

questions. A maximum of 10 marks will be allotted for simple 

comprehension and 17 marks for deeper understanding and open-ended 

interpretation of aspects of the text.  

PAPER 2: COMPOSITION (25 marks; 40 minutes, plus 5 minutes’ reading and 

planning time) The paper will contain a choice of subjects from which 

candidates select one on which to base a piece of original written work. 

They will be expected to demonstrate the full range of their writing ability. 

Their planning sheet will not be sent to the senior school. Senior schools 

have the option of allotting a further 10 marks: up to 5 marks for the 

standard of spelling and a further 5 marks for the syntax/punctuation used 

throughout the paper. The purpose of these extra 10 marks is to ensure 
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that the accuracy of a candidate’s script is assessed separately from the 

content. 

 

2. Mathematics 

 A single 60 minute paper with no choice of questions. All candidates 

should answer as many questions as possible. Calculating aids may not be 

used. 

 

3. Science 

 A single one-hour paper with no choice of questions.  The use of 

calculators is permitted. 

For first examination in autumn 2018: 

  (80 marks; 60 minutes) The paper will test the three disciplines of biology, 

chemistry and physics with approximately equal weighting. Questions will 

be included to enable candidates to demonstrate their developing skills in 

Working Scientifically. Each paper may contain a question giving 

candidates the opportunity for free writing. 

There will be no choice of questions. The use of calculators will be allowed 

in the examination. 

 

13+ (Boys and Girls) 

 

Most boys and girls who will be under 14 on entry to their senior schools in the 

September following the examination, take the 13+ examination in early June.  

Entries are made by the beginning of March (March 1st). 

 

  

Academic Scholarships 

 

All pupils who have been selected to join the academic Scholarship group in 

year 8 are supposed to sit Academic Scholarship papers to their respective 

Senior School. Children choosing an academically selective senior school can 

also join the group is order to be stretched. although they will not sit academic 

scholarship papers (Children choosing the CE route to Eton for instance). 

 There is considerable variation in content and level of difficulty in scholarship 

examinations from one senior school to another.  This was resolved to some 

extent with the introduction of the Common Academic Scholarship 

Examination in February 1999. There has been a trend towards setting this exam 

in February but some schools may still use the May papers. 

 

It is impossible to make general statements regarding papers which are still set 

by individual schools.  The school maintains an up-to-date collection of past 

scholarship papers from a range of different schools and our preparation of 

candidates is informed and guided by these. 

 

Scholarship examinations are offered by some girls’ schools at 11+ and some at 

12+.  These generally take place early in the calendar year and may include 

papers in English, Mathematics, Science, French, Latin and often a general 

paper, reasoning or IQ test. 
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Scholarship examinations at 13+ take place at various times from February to 

May.   
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RECORDING 

 

Staff are expected to maintain their own record of marks and assessment results 

and to use them appropriately to drive their planning.  

 

REPORTING 

 

Report Cards* 

 

There is one mid-Term Report Card and one end-of-term Report Card.  

The First Report Card of the term will indicate what a pupil has achieved and 

some targets for the second half of term. It will also include some self-evaluation 

and evaluation of learning from each pupil which will be written up by tutors.  

Tutors with their tutees discuss these cards.  Report cards are emailed to parents 

on the last day before the break. Pupils who have done particularly well, 

made especially good progress or have underperformed should be sent, with 

their card, to see the Headmaster during the tutor period.  Tutors are 

encouraged to raise the name of any child about whom they are concerned 

at the weekly staff meetings. 

 

If a tutor is concerned about the progress of any tutee he or she can be 

placed on a Satis Card.  It is important to view the Satis Card as an aid to 

improvement for the individual pupil and not as a punishment.  It allows for very 

close monitoring by the tutor and can prove very beneficial for any pupil 

experiencing difficulty in any area of his/her academic work.  The card is issued 

by the Headmaster and signed by staff and by parents. 

 

We are very keen to recognise both achievement and application in the 

pupils’ academic work. The tutor can give verbal encouragement as well 

as written affirmation on the copy of the report card going home.  The 

Headmaster will see individual children who have done very well or made 

significant progress.  A prize is awarded at the end of each term for the top 

pupil in each year group (the one who has been awarded the highest 

number of academic points) as well as for the overall school winner.  

 

The end-of-term Report (Michaelmas and Summer) will have:  

- A report by each subject teacher, including exam results and class 

average where appropriate. 

- A report written by the tutor, focussing on academic and pastoral 

progress and considerations.  

- A short report by the Headmaster.  

The mark on the report card for achievement should be an objective score 

(out of a hundred) based on standards normally expected for children of that 
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age.  For those pupils on the Learning Support Register some element of 

subjectivity is permissible with regard to their attainment score.  An Effort 

grade is more subjective and must take account of the pupil’s contribution 

through the entire period.  General contribution to lessons, attentiveness, etc 

should be assessed, as well as any marks gained, when considering both 

effort and attainment grades.  

Academic reports should report in detail on a pupil’s academic 

performance. Data such as VR/NVR or Progress in Maths cores (to be found in 

the Learning Support folder in the RMStaff shared area of the school network) 

can be used to make judgments.  

Tutor reports should demonstrate a real grasp of the tutee’s character, his or 

strengths or weaknesses and the ways in which the school, the pupil and the 

parents can work together to develop him or her in all areas of school life, 

both in and out of the classroom. 

 

Effort grades are given instead of marks in DT, ICT, Music, PE and Art.   

From Jan 2010 the school moved the Report Card system across to SIMS which 

has allowed electronic recording, storing and retrieval of results.  

 

The end-of-term Report (Lent). Tutor Reports only are written at the end of 

the Lent term.  Members of staff should include the following in their subject 

reports: 

 

1) Strengths and weaknesses 

2) The level of progress and the level of application through the term 

3) How weaknesses will be overcome 

 

It is essential that any proposals for remedial action are outlined in the 

report if a weakness is identified. Reports should not, as a rule, include a 

detailed summary of the work covered during the term. 

Reports must not be vague, bland or anodyne but candid, detailed, 

specific and informative for parents. In the Prep school an extended 

tutor’s report, summarising academic performance and achievement, 

pointing out areas needing particular attention, but particularly 

highlighting games, activities, and pastoral matters such as the pupil’s 

general deportment and contribution to the school community.  

 

The Report Card is regarded by staff, parents and pupils alike as an index of 

achievement and progress, and as a central medium for the communication of 

information regarding the pupil’s academic performance.   

 

Pupils are entitled to know how their Report Card mark in a particular subject 

has been calculated.  They should also clearly understand the criteria for the 

award of different effort grades and they should be aware of specific ways in 

which they can improve their performance in terms of these grades.  The tutor 

will almost certainly have an intermediary role to play to this end. 
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Parents’ Evenings 

 

Two Parents’ Evenings are held for each year group during the course of the 

academic year.  Parents are advised to see their child’s tutor in the first 

instance and then those subject teachers it is thought most necessary to 

consult. 

 

Parents are able to consult with members of staff by arrangement at any other 

time (except in the few days immediately either side of the parents’ evening 

although there may be exceptions to this rule in special circumstances). 

Meetings with tutors are actively encouraged in accordance with our ethos 

that education is a cooperative process in which the pupil, the school and the 

parents work fully together. 

 

Information regarding a discussion between parents and a member of staff is 

relayed to the Headmaster, the Deputy Head (Pastoral), the Deputy Head 

(academic) or the Head of Girls (where appropriate), to the tutor (where not 

directly involved her/himself) and thence, in a full staff meeting, to all staff, if 

necessary for a greater understanding of a pupil’s current situation.   

Similarly, the Headmaster, the Deputy Head (Pastoral), the Deputy Head 

(academic), the Head of Girls (where appropriate), or a tutor will report to 

other staff on contacts that they have had with parents as far as this is 

appropriate in the circumstances.  Notes on meetings with parents should be 

recorded and dated.  

 

Report Guidelines 

 

Reports should be used as a way of fostering a growth mindset and educating 

pupils about how to learn better. It is important that there is consistency and 

coherence between what is discussed at parents’ evenings and what is 

summarised in written reports.  

Reports should contain: 

 

1. A statement regarding the pupil’s general progress and attainment in 

the subject. 

 

2. A reference to particular areas which need improvement together with 

guidance as to how this can be supported and achieved. Examples 

from the work covered by the pupil can be useful here. 

 

3. Other comments which are considered to be helpful concerning the 

pupil’s attitude, application, oral contributions to lessons and 

presentation of written work. 

 

It is desirable that reports should, where appropriate, allude to previous reports 

in the same subject in the interests of continuity and consistency.   
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Any technical terms connected with the subject in question or with the 

educational process in general should be explained if their meaning is not 

obvious and widely understood, while jargon should be avoided. 

 

Above all, comments should always be truthful, constructive, helpful and 

encouraging.  Condemnation of character and other personal or purely 

subjective criticisms should be avoided. 

 

Tutors carry the primary responsibility for checking their tutees’ subject reports 

and they should arrange with colleagues concerned for incorrect reports to be 

revised and corrected.  

 

Tutor reports attached to the autumn and summer subject reports should make 

a brief summary of general academic progress and achievement.  They should 

refer to the pupil’s involvement in activities, contributions to music, drama, 

sport, etc, and there should be some comment on the part generally played in 

school life in terms of sociability, courtesy, helpfulness and responsibility.  These 

comments clearly need to be based on an ever-increasing personal 

knowledge of the pupil as much as on the accompanying subject reports, 

which should, of course, speak for themselves. 

 

Finally, the Headmaster scrutinises each pupil’s reports when complete and will 

add his own report and or signature. 

 

Reporting to other Schools 

 

When a pupil leaves the school before taking Common Entrance at 13+ (or 11+ 

in some other instances), a Headmaster’s report only is forwarded to the 

receiving school. 

 

When a pupil leaves the school, extracts from Pupil Record Files are used to 

complete transfer forms to be sent to future schools. 

 

 

Pupil Record Files 

 

A Pupil Record File (previously paper-based, since Sept 2015 this is kept entirely 

within SIMS) is maintained for every pupil in the school for the recording of 

internal examination results and other assessment tests together with 

achievements in games, music, art and other activities. There is evidence of 

pupils’ attainments at the end of each academic year, and SIMS contains an 

archive of all past report cards and end of term reports and copies of reports 

from the SENCO. 

 

Responsibility for the maintenance of the file rests with the pupil’s tutor, who will 

also discuss with the pupils their own contributions. 

 

Satisfecit or Satis Cards 

 

If a pupil is found to be consistently under-achieving, generally inattentive in 

class or personally disorganised, she/he may be issued with a ‘Satis Card’.  This is 
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printed with the weekly timetable and is presented by the pupil at the 

beginning of each lesson.  At the end of the lesson, the teacher in question will 

access the pupil’s performance during that lesson and record appropriate 

comments on the card.  The card is taken by the pupil to her/his tutor every day 

so that the day’s record may be reviewed.  Targets are then set and resolutions 

made for the following day. 

 

A Satis Card will normally be operative for a period of one to two weeks.  

Experience has shown that this is a highly effective method of motivating 

children and a constructive way to help them to address their social or 

academic difficulties. 

 

The headmaster issues these cards and reviews them at the end of each week. 

 

Conduct Cards 

 

If a pupil is found to be misbehaving or showing a poor attitude then a 

Conduct Card may be issued. This is monitored by the Assistant Headmaster 

responsible for pastoral matters. It is scrutinised frequently, often more than 

once a day. It is a record of a pupil’s behaviour both inside and outside the 

classroom. 
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ENTRY TESTS AND SELECTION PROCEDURE 

 

Children visit the school for a day before entry. The Deputy Head (academic) is 

in charge of the “visiting and assessment day” for pupils interested in the Senior 

years (y6 to y8). The Head of the Junior Department is in charge of the visiting 

day for all pupils wishing to join in year 3 to y5. 

 

The visiting days are carefully planned by the Registrar. They will feature:  

- Online assessments (CAT, Maths in Progress, NGRT or BSTS)  

- Lessons with the appropriate year group 

- Ideally, a session of Games in the afternoon 

- Break times with the rest of the year group 

Two mentors will be allocated to the visiting child. Staff who have interacted 

with the child will be asked to provide feedback that will complete the profile 

together with the scores obtained in the online tests.  

 

For entry into the Pre Prep, priority is given to siblings of pupils already in the 

school and siblings of past pupils. Priority is then given according to date of 

registration. 

 

If it is felt that a child from the Pre-Preparatory Department will not cope in the 

Preparatory School, it is recommended to the parents that they seek an 

alternative school. 

 

The Preparatory School is non-selective in its admissions procedure to the extent 

that children with learning difficulties are accepted if it is felt that extra support 

up to a maximum of three lessons a week with the SENCO will allow them to 

cope in a normal classroom situation and, ultimately, bring them up to a level in 

some way comparable with their peers. 

 

 

 

MONITORING THE CURRICULUM 

 

In order to ensure that the aims and objectives of the school are being 

achieved, it will be necessary for the curriculum as a whole and in parts to be 

subject to regular review by the following means: 

 

Senior Management Meetings 

 

Regular weekly meetings of the Senior Management team (currently consisting 

of Headmaster, Deputy Head (School Management), Deputy Head 

(Academic), Deputy Head (Pastoral) and DSL, Head of Pre-Prep, Assistant Head 

(School Leadership), Bursar and Director of Admissions and External Relations) 

are held to discuss school policies and planning.   

 

Curriculum Review Meetings 
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The Heads of Department, responsible for the implementation of subject 

policies, meet to discuss the broad aims and objectives of the school and the 

implementation of their subjects in line with the Teaching and Learning Policy.  

These meetings will happen at least once a term.  The meeting will be led by 

the Deputy Head (Academic). The Headmaster may attend HoDs Meetings.  

Heads of Departments play a critical role in the development of their subject. 

Since 2012 each Head of Department has completed a confidential 

Departmental Review, submitted to the Headmaster and the Deputy Head 

(Academic) at the start of the Michaelmas term, regarding their department 

over the past year. A follow-up meeting is then held to discuss the review and 

agreed action plans where appropriate. 

 

Subject Meetings 

 

Heads of Department and the teachers of their subject will meet at least once 

a term.  In these meetings Policies, Development Plans, Schemes of Work and 

Programmes of Study should be reviewed to ensure that aspects of school 

policy are being delivered and that all the demands of the National 

Curriculum, Common Entrance and other external examination syllabuses are 

being met.  To avoid over burdening some staff, there are Staff Subject Groups 

where representatives from each year group will meet with the Head of 

Department and then report to the others in their year group.  Pre-Prep 

teachers are represented in each subject meeting. 

 

FORECASTING AND REVIEWING 

 

Adherence to the Curriculum Planning Cycle is essential for the continuous 

review and evaluation of the curriculum, its organisation and delivery.  

Teachers’ Programmes of Study should clearly show forward planning based on 

the Schemes of Work.  They should also include some reflections on teaching 

and learning undertaken; in terms of the suitability of content, success of 

particular methods of delivery, the general responses of pupils, standards of 

work and should give a clear indication as to the next stage of development 

that the children require. 

 

Accurate records of achievement for each pupil (in the form of marks and 

through the comprehensive use of the Report Card, the Pupil Record File and 

departmental tracking arrangements) should also help to show whether pupils 

are making satisfactory progress and whether our aims for each individual are 

being achieved.  It is incumbent on all tutors to keep accurate and up-to-date 

records to assess progress, or lack of it, of each tutee.  Communication 

between tutors and other subject teachers also has a vital part to play in 

reviewing curriculum planning. 

 

Parental Response 

 

The importance of regular reporting to parents is fully recognised both in our 

formal procedures and also in our encouragement of informal contacts 

between parents and staff to discuss progress and shared strategies for dealing 

with particular educational difficulties.  Feedback from parents is much valued 

and taken very seriously.  It will most often arise from: 
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 formal staff and parent meetings 

 interviews with the Headmaster or other staff 

 responses to termly reports 

 comments on returned report cards 

 

 

MONITORING THROUGH EXTERNAL ASSESSMENTS 

 

The results of external examinations and tests (eg CAT, Reading ad Spelling Age 

and Maths Test) are analysed to provide indicators to the success or otherwise 

of the current curriculum and of the way in which it is being delivered. 

 

INSPECTION 

 

The school welcomes inspection by external official bodies such as the 

Independent Schools Inspectorate (ISI) or OFSTED as independent assessors of 

our performance.  We value the information arising out of these inspections 

which assists us in the further development of our curriculum and of our 

teaching practices. 



OPS Curriculum Policy 
Updated: Deputy Head (Academic) – Sept 2019 

To be reviewed:  Deputy Head (Academic) – Sept 2020 

 - 38 - 

 

 

 

STAFF DEVELOPMENT 
 

The school is fully committed to supporting its staff as fully as possible in their 

work, particularly in providing opportunities for them to reflect on their 

effectiveness as teachers.  Sharing good practice takes place within the school, 

particularly in departmental staff meetings held to discuss the various aspects 

of the curriculum.  Some valuable opportunities also arise through external 

guidance and support.  The school fully recognises its obligations not only to 

provide the best possible service to its pupils but also to assist staff in the pursuit 

of continuous personal professional development for the better advancement 

of their careers and in order to achieve maximum satisfaction in their day to 

day work. 

 

This is achieved by the following means: 

 

INSET 

 

In-Service Training (INSET) days are held in the school prior to the start of the 

school year and before the start of the summer term. Guest speakers may be 

brought in to lead workshop sessions or, where they have particular strengths 

our own staff may lead sessions. INSET may be on whole school issues or subject 

based, perhaps initiated by departmental requests through development 

plans. 

 

Courses 

 

Members of staff are encouraged as a matter of professional responsibility to 

attend courses relevant to their subject.  The Headmaster advises on available 

courses.  All expenses for training are met in full by the school.  The following 

agencies in particular are used: 

 

 SATIPS (Society of Assistant Teachers in Preparatory Schools) 

 BSA (Boarding Schools Association) 

 Birmingham Archdiocese Department of Religious Education 

 

Induction of New Staff 

 

The Headmaster appoints appropriate mentors for the induction of new staff 

who are guided throughout their first year.  All new staff attend training by the 

School Health and Safety Advisor and the Designated Safeguarding Lead 

before the start of the school year or on commencement of their 

employment.(Please see OPS Induction Policy for further details)  

 

Staff Handbook 

 

A Staff Handbook details all the day-to-day working procedures and practices 

in the school.  As in the case of other such documents, this is subject to regular 
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review.  Suggestions for amendments or additions are always welcomed from 

all members of staff. 
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TEACHING ACCOMMODATION AND RESOURCES 
 

 

Accommodation for Teaching and Learning 

 

The school is fortunate in having modern, purpose-built teaching blocks 

containing eighteen large classrooms in the Prep school and seven in the Pre 

Prep, which serve as form bases., as well as the new (in 2014) nursery unit called 

‘Little Oaks’. Classrooms for Reception to Year 4 (thirteen in all) serve largely for 

class-based teaching whilst the other form bases double as subject rooms. 

There are also two Science Laboratories, two Music Rooms (one of which is a 

Technology Room for recording, composition, keyboards and film editing), an 

Art Room, a Design and Technology Room, two ICT Rooms and a Library. (The 

Mezzanine Room on the staircase to the theatre houses our ICT Support Office) 

 

All classrooms are equipped with either units containing sliding trays or storage 

cupboards in which pupils keep their books and stationery. There are also 

eleven simple Formica-topped tables and twenty-two chairs in each room. All 

of this furniture can be very easily moved to provide whatever layout is 

preferred for a particular subject, style of teaching, or even for one lesson 

where a planned activity demands it. This flexibility encourages a range of 

teaching styles within one room. As pupils from Years 5 – 8 move from room to 

room for different lessons, this ensures a great deal of variety in their learning 

activities within the day. 

 

Since 2011-12 the governors have funded a rolling programme of capital 

expenditure to refurbish and redecorate all of the prep school classrooms.  

 

All rooms are equipped with interactive (Smart) boards with digital projectors. 

(many also have dry-wipe white boards) and extensive display boards and 

storage space. There is a photocopier in one of the Resource Rooms and 

display material is also to be found there.  

 

The Theatre, which is also used for assemblies, is above the classroom block and 

accessed by three stairwells and a lift. The English as an Additional Language 

(EAL) Room is in a classroom within the teaching block. Attached to the 

teaching wing is a modern, well-equipped Sports Hall with wall bars, climbing 

ropes, cricket nets and a storage area for equipment. The Music Department is 

housed in an adjoining block and consists of seven practice rooms and two 

teaching rooms, one of which contains a keyboard network. The barn is used 

for Pre Prep assemblies and some Prep School activities and meetings. 

 

The Learning Support Department is to be found in the Main House and consists 

of three linked classroom for one-to-one teaching. Alongside the LS 

department is the ILS Room or second ICT room. The Chapel is used for the four 

regular weekly Masses, is also in the Main House. 
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Teaching Resources 

 

All heads of departments are responsible for the resources for their own subject 

area. This includes keeping an up to date inventory of all books, equipment 

and other materials; ensuring that they are well maintained, repaired promptly, 

stored securely, and that stocks of consumables are replenished as necessary. 

Damage to resources should be reported immediately to the Headmaster so 

that arrangements can be made for rapid repair or replacement.  

 

As part of the responsibility for maintaining a Departmental Development Plan, 

the head of department is also responsible, in consultation with colleagues for 

reviewing how far existing resources match continuing needs and for drawing 

up priorities for the acquisition of further resources to meet forward curriculum 

plans.  

 

A blank budget pro forma is sent to each Head of Department in the first half of 

the summer term.  This must be completed and returned to the Bursar, via the 

Headmaster, before the end of May.  The budget request will be assessed in 

the light of forward budgeting plans and the Head of Department notified of 

the amount allocated by the end of the summer term.  Full details of any 

desired capital item should be submitted with the completed budget pro 

forma for consideration by the Governors’ Finance and General Purpose 

Subcommittee at their budget meeting in early June. 

 

Current educational catalogues from which books and other materials can be 

ordered are generally available online or are kept by the Heads of 

Department. Together with Heads of Department and the Deputy Head 

(Academic), the Educational Visits Co-ordinator will help to arrange curriculum 

related visits to places of interest, visiting speakers or performers, visiting 

exhibitions, commercial displays and demonstrations, and the use of the school 

site itself which constitutes a rich resource for study in for example nature, 

science and geography. 

 

However well planned and organised the curriculum may be, it cannot be 

delivered effectively unless it is appropriately and adequately resourced. There 

is a shared responsibility therefore both to make sure that a satisfactory level of 

resourcing is maintained through the procedures outlined above and also to 

make as full and imaginative use as possible of the range of departmental and 

shared resources that are at our disposal. 

 

 

 

 

 


