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Reporting Policy 
 

Information for Parents: This policy is available on request. 
 

Reporting is an integral part of any assessment policy.  It is a co-operative 
activity involving children, parents and other professionals. 
 

There are a number of audiences for information about children’s progress.  
The content and presentation of each report will address the needs of each 
audience.  Audiences include the children, parents or guardians, class 
teachers present and future, other teachers, headteacher, governors, 
trustees, secondary schools and I.S.A. 
 

Reporting will be based on information gathered and recorded. 
 

1 Purposes 
 
 

1.1 To provide clear and relevant information for each audience. 
 

1.2 To provide a clear picture of each child’s progress so that needs 
 may be identified and met. 
 

1.3 To provide the means of transferring information about a child to 
 teachers and other schools upon transfer. 
 

1.4 To provide parents with relevant information regarding their child’s 
 progress. 
 

1.5 To comply with current legislation. 
 
2 Guidelines 
 

2.1 Reports should, wherever possible, celebrate achievement without 
 giving a false impression of overall achievement levels. 
 

2.2 Reports need to be clear in both the language used and the means 
 of presentation. 
 

2.3 The information contained within a report must be relevant to the 
 needs of the intended audience as well as being sufficiently 
 complete to give a true picture. 
 

2.4 Records of reports should be kept within the school for the 
 appropriate length of time. 
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2.5 Confidentiality should be observed.  Access to reports should be 
 restricted to the audiences for whom the reports are intended. 
 

2.6 Reports may take a number of forms including parents’ evenings, 
 end of year reports, and the end of key stage summative reports, 
 academic reviews, LDD reports, transfer documentation and 
 references. 
 

2.7 Dates for reporting and parents’ evenings will be published in the 
 yearly calendar. 
 

2.8 Reports will be issued three times a year to all parents in the Infants 
and Junior Departments, Pre-Prep Department will issue reports 
twice a year and Pre-reception will have a written report issued 
when they leave that class. 

 

2.9 Access according to the Data Protection Act 1998. 
 
3 Parents’ Consultation Meetings 
 

3.1 Timetable 
 

An interim report is issued in October and February followed by a 
consultation evening. 

 

In July a full report is issued.  Parents wishing to see staff/teacher 
may make an appointment.  Pre-Reception, Transition and Upper 
Two parents will be invited to see the class teacher. 
 

Rationale 
 

Our Partnership with parents is based on the belief that 
communication between teachers and parents and a shared 
understanding of the educational process is beneficial to a child’s 
progress.  Formal consultation meetings, parents with class 
teachers, form a major opportunity for the fulfilment of this 
partnership. 
 

Purposes 
a)  To establish sound communication channels between 

teachers and parents. 
b)  To promote consultation regarding the child’s development. 
c) To provide an effective and swift response to parental 

concerns. 
d) To provide support for staff and Parents so that the child’s full 

potential is achieved. 
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Guidelines 
a)  The invitations to the parents’ meeting should be sent out well 

in advance of the meeting certainly not less than two weeks 
before the event.  A reply slip should be included.  It should be 
made clear that an appointment system will operate and that 
teachers will give priority to the parents with an appointment at 
that time. 

b) Class teachers should carefully log the receipt of the reply 
slips and follow up on any that are not returned. 

c) Teachers who wish to initiate a meeting with a particular 
parent should use this opportunity to book an appointment. 

d) A system, which relies so heavily on appointments, requires a 
high degree of management regarding the duration of the 
appointment by the teacher concerned.  It is important that 
this is achieved courteously and with the least amount of 
officiousness.  Where parents may raise complex issues 
which are likely to be lengthy it may be best to make a follow 
up appointment to discuss them at length or, where 
appropriate refer to another member of staff. 
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