
 

 Teaching and Learning Policy 
 
 
Purpose 
Teaching and Learning is at the core of a successful school and Hayesfield is committed to supporting all 
staff in becoming outstanding in their teaching and students in their learning. 
 
 
Content 
This policy contains guidance for staff on core expectations of all classroom teachers and practical advice on 
a range of strategies that teaching staff can employ  - see Appendix 1. Furthermore, it also contains a 
practical advice for teaching staff on strategies they may wish to employ to develop their teaching – see 
Advice Guide on Teaching and Learning in the Staff Handbook. 
 
Process 
The Teaching and Learning Policy can only operate effectively if followed in conjunction with the following 
policies: 

 Curriculum Policy 

 Homework Policy 

 Whole School Behaviour Policy 
 
Responsibilities 

 The Headteacher holds overall responsibility for the quality of teaching and learning in the school. 

 The SLT, including Deputy Head: Curriculum, Assistant Head: Achievement, Assistant Head: 
Teaching and Learning have a key operational role in developing teaching and learning 

 The Middle Leaders have a responsibility for monitoring and supporting the quality of teaching in 
their respective areas 

 Individual class teachers have a responsibility for the quality of teaching and learning they deliver to 
their students 

 
Monitoring and Evaluation 

 There will be an annual QA programme produced by the Deputy Head: Curriculum to monitor the 
teaching and learning across the school. Departmental and themed reviews will be undertaken as 
part of a cycle. 

 The Assistant Head: Achievement and the Pastoral Leaders will use key data points to evaluate and 
highlight possible areas of underperformance in teaching and learning to trigger further QA by middle 
leaders or support programmes. 

 The Assistant Head: Teaching & Learning will undertake a 1:1 support programme with staff who are 
not consistently performing at a good or better level –based on Ofsted grading criteria. Triggers for 
this can be self-nomination, 2 or more sequential lesson observations graded below good or 
concerns about progress and outcomes. 

 The Assistant Head: Teaching and Learning will report to Governor’s Committees as required and 
produce an annual report on the whole-school quality of teaching and learning 

 All TLR holders will carry out an agreed QA programme across their area of responsibility and liaise 
with the Assistant Head: Teaching and Learning where it is recognised that additional support is 
required. 

 All teaching staff will also have opportunities to share best practice through learning walks, 
moderation and peer observations. 
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Appendix 1: Expectations for all teaching and learning 
 
Teaching & Learning at Hayesfield Girls’  School 
 
At our school, we believe that learning will most effectively take place when: 
 

 The environment is secure, stable and stimulating  

 Students understand the purpose of the learning and 
see relevance to their own experience 

 Students understand the ways in which learning takes 
place 

 The learning builds on prior knowledge and 
understanding 

 The learning is active and collaborative 

 Student questioning, reflection, and discussion are 
encouraged 

 Independent learning is facilitated and encouraged 

 Students are given the opportunity to develop their own 
personal, learning and thinking skills 

 There are opportunities for creativity  

 Students can self-assess, know what they need to do 
to improve and are able to meet their targets, grades 
or levels 

 Teachers give effective and regular feedback based 
on national curriculum levels/ exam grades and 
students are required to respond to personal targets 
for improvement. 

 
 
Ofsted Guidance on Outstanding Teaching 
 
Ofsted outstanding lessons have the following elements: 
 

 Assessment data is used to inform the planning so that all students make progress relevant to 
their starting points; this is achieved through active differentiation 

 Teachers act as a ‘guide from the side’ so students can take ownership of their own learning and 
work independently 

 Teachers mark students work and provide feedback that moves the learning forwards – students 
in turn actively respond to this feedback 

 Lessons are creative – teachers take risks! 

 Focussed questioning, which uses Blooms Taxonomy, is used to move the learning forwards 

 Students are given opportunities and guidance to improve their literacy and numeracy 

 Teachers share their high expectations with students 
 
 

 



Overview of core expectations for lesson time 
 
So that students gain a sense on coherency across all classrooms, all staff are asked to: 

Follow the agreed system of classroom management  

Please make sure that: 
  

 Whenever possible the teacher greets arriving students at the door of the class 

 There is a formal start and end to the lesson with students standing behind chairs in silence 

 The register is taken towards the start of the lesson in silence—students answer, ‘Yes Sir/Miss’. 

 Any students arriving late must be challenged – if no good reason given this must be followed up. 

 Uniform is checked and challenged. 

 Bags are placed under the table, or in the agreed lockers/locations. 

 Phones are switched off and are kept in bags unless they are to be used as part of the lesson. 

 Class is silent when the teacher or another student is talking. 

 Chairs are placed under desk at the end of the lesson. 

 Students are dismissed on the bell— never before. 

 Low-level disruption should be dealt with . 
  
Make all students present work to the highest standards 
  
Each piece of work in exercise books must have an underlined title, date on the right hand side and notation 
CW (class work) or HW (home work) in the left hand margin: 
  

 
 
Use the Rewards system is to motivate students 
 
Teachers must use the House Point system to reward students for their work and positive impact on the 
school. Please see Whole School Behaviour Policy in the Staff Handbook. 
 
Use the Behaviour for Learning Code of Conduct to share high expectations 
 
We have a school strategy for dealing with behavioural issues.  Please see the staff handbook for detailed 
guidance. 
 
Use the Student Planner to help students take ownership of their learning 
 
The Student Planner has various pages which should be used by subject staff, so that students can take 
pride of their accomplishments.  You also asked to ensure that all homework is recorded correctly and fully 
by students, even when set on FROG. Please read the section on use of planner in this booklet. 
 
Use ‘Assessment for Learning’ strategies to move students learning forwards 
 
Teachers are asked to ensure that: 
 

 Students’ work is assessed using levels or examination marking criteria/ grades and compared to 
targets  

 Students receive regular developmental and motivational feedback to enable them to progress 

 Students receive quality written comments in their feedback, which recognise the strengths of a 
piece of work and identify targets for improvement in a constructive and personalised way 

CW                                    My Summer Holiday                    5 September 2014 
 I had a really exciting summer holiday this year as we went camping for the  

 first time as a family with my new baby brother.  We were lucky with the  

 weather as it did not rain at all in the two weaks weeks that we were away  

 from home.  The holiday started with us packing the car early on Saturday  

  



 Students are given opportunities to respond to and act upon the advice they are given to improve 
their performance 

 Frequent opportunities are given within lessons to provide immediate verbal feedback 
 
Set homework that is regular and relevant – see Homework Policy & Timetable for ideas 
 
Structuring Learning 
 
One of the strengths of teaching and learning at Hayesfield Girls’ School is variety, but this is underpinned 
with an agreed way of working.  All staff are asked to ensure that the following three phases are incorporated 
into their unique way of working so there is a cohesive nature and agreed consistency to the learning 
experiences of our students: 
 
Planning Phase: Before the lesson 
 

 Lessons are planned with clear aims and objectives, structure and challenge for all students  

 Objectives are clearly linked to departmental long and medium term plans which are periodically 
reviewed 

 Planning allows for the development of different learning styles and thinking skills  

 Teachers make use of all available information, both statistical and personal, to set clear, realistic, 
yet challenging targets and to plan differentiated learning opportunities 

 Lessons are planned to build on prior learning and ensure continuity and progression 

 Opportunities for developing literacy, numeracy and ICT skills are integrated into lesson plans 
wherever possible 

 Planning makes for the effective use of Teaching Assistants 

 Appropriate and stimulating resources are organised prior to the lesson 
 
Delivery phase:  During the lesson staff, should aim to: 
 

 Share lesson aims and objectives explicitly with students 

 Present lessons with clarity, enthusiasm and pace, ensuring timings are clear and adhered to 

 Make learning active by providing tasks which enable students to challenge meaning, construct 
knowledge and develop understanding and skills  

 Model activities and processes, making their thinking and decision-making explicit to students 

 Provide exemplar work so that students are aware of the sophistication of the response expected 

 Provide appropriate levels of scaffolding to support students’ learning 

 Use a variety of questioning techniques to probe, develop and challenge students understanding – 
following Bloom’s taxonomy in questioning to take the learning forward 

 Promote active listening, inviting a range of different responses and building in time for reflection 

 Give constructive, positive feedback on work in progress 

 Provide opportunities for success for every student and seek frequent opportunities for praise 

 Provide opportunities for progression which increase the level of conceptual challenge, the depth of 
understanding and the breadth of application of skills  

 Vary groupings and seating arrangements according to the task 

 Demonstrate flexibility in their approach and be prepared to deviate from the lesson plan where 
appropriate 

 Set a variety of homework tasks to deepen, extend, or initiate learning (see homework section) 
 
Evaluation Phase: In the classroom 
 

 The teacher creates the time to review lesson objectives and learning outcomes  

 Students have the opportunity to identify their own progress and set themselves appropriate targets 

 Students receive supportive feedback from the teacher or their peers where appropriate 

 Opportunities are provided to celebrate success 

 The end of the lesson is prompt and orderly, allowing for efficient transition between lessons 
 
What Ofsted Says 
 

 Data should be used to move individual progress forwards – this is especially important in mixed 
ability teaching.  Work should be clearly differentiated to need from the outset.  There are very few 
occasions where it is acceptable for all students to be doing the same work in a mixed ability class. 



 Lesson objectives should be progressive, showing how learning and skills are being developed and 
should be used in conjunction with Bloom’s taxonomy style of language (know, describe, explain and 
evaluate) 

 The people doing the work in the classroom should be the students! Staff are encouraged to lead 
from the side rather than being the focus point of the lesson; this encourages students to work 
independently and make greater gains in their learning. 

 Effective feedback and questioning are key elements on raising achievement.  Ensure your feedback 
says what is done well and how it can be improved.  Use Bloom’s taxonomy style of questioning to 
move students thinking forwards and make sure your questioning stretches and challenges all 
learners.  

 
Marking Students’ Work 
 
The purposes of marking 

 

 To check students’ understanding 

 To check that students correctly use specialist terms and spellings 

 To provide feedback to students  

 To monitor the progress of individuals and the class 

 To provide comments that will help students to develop their skills and knowledge 

 To clarify how each individual can make improvements 

 To ensure that students present work that is fit for purpose (eg training for examination papers) 

 To allow parents to see how their child is progressing 
 

The need for consistency in marking 
 
There must be consistency of marking within a subject area so that internal standardisation processes can 
be met.  There is also a need for consistency across subject areas so that students and their parents can 
easily understand the success criteria.  All staff are asked to follow the procedures shown below, regardless 
of the particular subject: 

 
Comment Only Marking 

 
Once per term, a piece of work, class work or homework, can be comment only marked: 

 Objectives will have been shared with the class 

 Success criteria will have been shared with the class 

 Comments which refer directly back to the success criteria will be written to explain how to ‘close the 
gap’ 

 There must be time built into the next lesson for students to review, reflect on and respond to the 
comments on the marked work 

 There must be a system in place which allows students to map the comments made to the 
level/grade achieved so that they can see if they are working to their target level/grade 
 

Formally Assessed Pieces of work 
 
Staff should assess and record student progress using agreed departmental processes, which should be in 
line with this whole school directive: 
 

 Students are given written assessment grades on work that are relevant to the course that they 
are studying, and in line with those reported, for example: 

o A Level, Diploma and GCSE grades: A* - U 
o BTEC grades: Distinction*, Distinction, Merit, Pass and Unclassified 
o KS3 Levels: 1 to 8 (with sublevel if appropriate) 
 

 Teaching staff are responsible for recording student progress in one (or more) of the following 
formats: 

o Mark book (paper) 
o SIMS mark sheet in assessment manager (to aid departmental monitoring) 

 

 The outcomes of formal assessments will be used to inform teacher judgements for the data points 
and Reports, which are sent home. 

 



Managing Controlled Assessments 
 
Timetabling 
 

 Plan assessments with your Head of Department so that they are spaced out, wherever possible. 

 Add dates of controlled assessments to the school calendar as early as possible  

 Complete the Estimated Entry Form as requested by the Exams Officer with unit codes and 
projected dates. 

 
Accommodation 
 

 Flag instances where regular classroom space may not be suitable to conduct controlled 
assessment to your Head of Department. 

 Carefully plan ahead and book ICT facilities. 
 
Downloading awarding body set tasks 
 

 Ensure you communicate with your Head of Department so tasks are downloaded well ahead of 
scheduled assessment date. 

 Keep tasks and student work securely. 

 In case of loss of task, report loss to your Head of Department. 
 
Absent candidates 
 

 Liaise with your Head of Department to plan alternative session(s) for absent students. 
 
Control levels for task taking 
 

 Ensure that you know what level of control is applicable to each part of the controlled assessment 
and understand what is involved.  Ask your Head of Department for training if required. 

 
Supervision 
 

 Ensure students are aware of the need for study diary/plans to be completed early in course (NB: not 
all courses have this requirement). 

 Ensure that you understand the nature of controlled assessments and their role in supervision. Ask 
for training if required. 

 Arrange for a suitable supervisor for any controlled assessment where you are unable to supervise 
(eg. Due to illness), in line with the awarding body specification. 

 
Task setting 
 

 Ensure that you understand the task setting arrangements as defined in the awarding body 
specification. 

 Check specification and plan required moderation appropriately. 
 
Security of materials 
 

 Task security of controlled assessments is a priority. 

 Look at provision for suitable storage early in the course and keep students work in a safe place at 
all times. 

 
Deadlines 
 

 Inform all students and parents of deadlines of controlled assessments, and the implications of not 
meeting them, via a suitable communication (letter or booklet). 

 Ensure you give students clear deadlines (prior to awarding body ones) that give you time to 
complete marking/paperwork so that the exams office can process and send off marks ahead of 
external deadlines. 

 
Authentication 
 



 Ensure all students have authentication forms to sign and attach to work when it is completed. 
 
Marking 
 

 Mark against the requirements for standardisation for the awarding body. 
 
 



  
 


