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ST THOMAS MORE CATHOLIC SCHOOL 
 

To lead those in our care to grow in their faith 

and to benefit from an enriching education 
 

 

MARKING POLICY 
 

Principles 

“If we draw the analogy with plants … summative assessment of the plants is the process of simply 

measuring them. The measurements might be interesting to compare and analyse, but, in themselves, they do 

not affect the growth of the plants. Formative assessment, on the other hand, is the gardener’s equivalent of 

tending, feeding and watering the plants – done correctly this will affect their growth.  We want to provide 

useful feedback to our pupils so that they absorb and action to improve their attainment.” 

 

“Do you know that in any race all the runners run, but only one receives the prize?  So run that you may 

obtain it.” 

1 Corinthians 9:24-25 
 

Introduction: 
The school recognises that pupils will be encouraged by regular and vigorous marking. 

The Marking policy includes the school spelling, punctuation and grammar guidelines. (See attached marking 

codes.) 

 

Purpose of Marking: 
� To identify levels of attainment – (National Curriculum KS levels/GCSE grades) and achievement in 

relation to the pupil’s individual ability. 

� To ascertain the pupil’s level of understanding. 

� Provide a dialogue by which pupils become independent learners through their ability to identify 

strengths and weaknesses and set targets for themselves in order to improve their work. 

� To inform teaching and learning styles and lesson planning. 

 

Guidelines for Marking: 
� When a piece of work is set the marking criteria should be made explicit to the pupils. 

� No work should be left unmarked for a period of more than 3 Weeks. It is not necessary to grade every 

piece of work, although regular marking and assessment is essential. Use of the school stamp is to be 

evidenced at least twice per half-term.  The comments should be subject specific and diagnostic.  The 

latter means that assessment should diagnose strengths and weaknesses and include targets to benchmark 

and encourage progress.  (See Staff Handbook.)  

� The best marking will have linked comments showing progress.  

� If a piece of work is not to be marked/assessed, it can be ticked to indicate that the content is correct and 

has been checked, or give a progress/target comment to show you have read the work.  Make your 

comment accessible to the level and ability of the pupil.  

� When marking pupil work make your own language and writing intelligible to the pupil and avoid 

making spelling mistakes yourself. 

� Ensure the sticker is completed on the front of the pupil’s books, including the grade tracker at the 

bottom to evidence progress. 

� Assessments are recorded in the teacher’s planner and on the school computer system (at the designated 

times). 

� Mark in red pen unless otherwise specified eg. Examination Board specifications. 

� Ensure Key Words are spelt correctly. 

� Do not attempt to try and correct everything all at once as the pupil may become despondent when 

confronted with a page covered in red pen. 

� Positive and consistent marking will make pupils feel that their work is valued. 

� Homework is part of the learning process. 

� Give time at the start of the next lesson following marking for pupils to action targets and make 

corrections, using a green pen. 
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Use of Editing Code/ Marking Spelling 
The teacher uses the school editing code in the margin to highlight errors, ideally no more than 3 codes per 

piece of work to avoid overloading pupils. Codes should be chosen carefully to take account of ability and 

progression.  The teacher should not correct the work but ensure that pupils are given an opportunity to make 

corrections. 

 

When marking spelling, this should link in with the key words in the lesson and subject specific words.  

Teachers should not write the correct spelling, but should give pupils the opportunity to self-correct in green 

pen.  This should be differentiated according to the pupil’s ability.  

 

Monitoring Pupil Response to Formative Comment / Academic Targets. 
The subject teacher will be responsible for checking that pupils are acting upon the guidance being offered by 

their teachers and are responding to the targets they are being set using green pen.  

 

Where a pupil fails to meet a target the subject teacher should: 

� check that the pupil’s target is realistic; 

or 

� offer additional in-class support on the topic in question. 

 

Where a pupil fails to meet two successive targets the teacher should alert the Head of Department who will 

take appropriate action, which may be: 

� an interview with pupil; 

� a phone call or letter home; 

� increased curriculum support; 

� referral to SEN Co-ordinator; 

� referral to tutor or HOY. 

 

Marking Presentation 
A success criteria template for presentation of written work should be shared with the pupils so that there are 

clear expectations.  Pupils should self-assess their own presentation at least twice a year, and the teacher can 

make a general comment.   

 

Peer and Self-Assessment 
In order for pupils to become independent learners, peer and self assessment should take place regularly 

throughout the year.  A range of criteria should be used during peer and self-assessment (success criteria, 

level and grade descriptors, assessment criteria, learning objectives etc). 

 

Pupil Correction and Improvement 
Time should be embedded in lessons to give pupils an opportunity to edit, improve and refine their work.  

These refinements should be made in green pen so that the pupil’s new thinking is clear. 

 

Departmental Portfolio of Marking 
Departments should keep a portfolio of marked work that uses different strategies and highlights good 

practice within the subject area. This can be used as part of self-evaluation and monitoring, as well as to train 

new staff. Teachers might use the Visualiser to take a photo of good examples of different levelled work to be 

used for moderation and standardisation processes. These will be saved in departmental assessment exemplar 

file in topics. 

 

Spelling, Punctuation, Grammar and Presentation 
The attachment shows marking symbols which should be adopted by all staff in order to achieve whole school 

consistency.  

This policy will be reviewed every three years. 

 

This policy was agreed on 29 April 2014 

 

 
St Thomas More Catholic School is part of The Cardinal Hume Academies Trust 
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Symbols and Conventions used when Marking Pupil Work: 

 

 

 

Symbol in 

the margin. 

Example 

teacher 

marking 

What skill 

do you need 

to work on?  

Green pen 

action:  

 

 

 

 

 

 

 

       Mesure 

 

 

Correct your 

spelling. 

Write the correct 

spelling out three 

times at the end of 

your page.  

 

 
 

  

 

thank you london. 

 

 

Correct your use of 

capitals.  

Insert a capital letter 

at the start of your 

sentences, for proper 

nouns and names. 

 

 

 

 

 

We warmed up 

before the big game  

I felt scared how 

was I going to 

control my nerves 

 

Correct your 

punctuation. 

Insert the correct 

punctuation (it may 

be a full stop, 

comma or question 

mark). 

 We was walking 

home. 

Correct your 

grammar. 

Please correct your 

tenses, verbs and/or 

sentence structure. 

 

 

 

 

 

I went the cinema.  

 

A word or words are 

missing.  

 

Insert the missing 

word(s).  

 

 

                        OR 

                        

 

After having to do 

that we have to take 

more things.  

 

Make your meaning 

clear.  

Rewrite the sentence 

so that it is clear.  

 

 

 

 

 

 

 

 

Start a new 

paragraph. 

Please start a new 

paragraph where 

marked.  

Cap 

   SP 

    

   P 
  

  

  

   G 
   

   ^  

    // 
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At the end of a substantial piece of work the following stamp will be used by all Departments:  

 

 

. 

 

   

 

 

 
 

 

 

PUPILS ARE EXPECTED TO ACTION THE TARGETS AND MAKE CORRECTIONS TO THEIR WORK IN 

GREEN PEN 
 

Current                                  Target 

  

To achieve this grade, you need to: 

Current Work Grade 


