

BRAMCOTE SCHOOL

Academic Policy

1.
Introduction

The overall academic policy of the school is determined by the Headmaster and Deputy Headmaster with consultation with Heads of Department and where possible the full teaching body.  The school’s academic policy is guided by advice from IAPS whilst keeping in line with National Curriculum guidelines where appropriate.

Bramcote School educates children aged 3 to 13. Up to Form I (Year 3) the children are class based with one teacher specifically trained for that age group. They have the majority of their lessons with their teacher in the mornings but a number of subject specialists take them for Art, French, Music, ICT and Games during afternoon lessons. From Form II (Year 4) onwards children are taught by subject specialists as is traditional in preparatory schools; the idea being that the subject specialist has greater knowledge in depth of a particular discipline than a general subjects teacher.

The curriculum is broad, comprising: English, Mathematics, Science, French, History, Geography, Religious Studies, ICT, Art and Design, Music, PSHE, Games and Swimming. This is further extended to include Latin from Form IV (Year 6).

Bramcote School aims to provide a rich learning environment for boys and girls. The curriculum in the long term is designed to prepare children for entry into senior schools, but in addition we aim attach great importance in providing all our children with a balanced and broad based education. Each child is encouraged to fulfil his or her own potential in as many areas as possible in a disciplined and happy environment.

The school is equipped with specialist classrooms and facilities for Art and Design, ICT, Science, Music, Physical Education and Swimming as well as having it’s own fully enclosed sports field. Individual classrooms are also specifically decorated and equipped for subject teaching for example; Maths, Geography, History and French.

2.
Future Schools

It is important that parents bear in mind future schools for their children. The Headmaster will want to know possible choices as soon as possible. Parents should arrange to see him for advice regarding future schools as he makes regular visits to the majority of major Public Schools. As soon as any decisions are made the Headmaster should be informed. Any conversations staff have with parents over future schools should be relayed to the Headmaster at the earliest opportunity.

3.
Lesson times in the Prep School

Morning lessons, 1 to 6, (Mon to Sat), are of 35 mins duration. Afternoon lessons, 7 and 8 (Mon, Tues, Thurs and Fri) are of 30 mins duration. There is not a changeover time between lessons. Instead staff and pupils are encouraged to depart from one lesson promptly and make their way swiftly to the next.

4.
Academic Administration (AA)

As this is an important area in terms of assessment, recording and reporting the administration is shared with the 2 roles being clearly defined.

AA1 

Co-ordination of the weekly effort grade system and associated House Competition.

Collate school examination results

Co-ordination of standardised VR and non VR testing.

Maintain the Gifted and Talented Register

Take and distribute minutes of staff minutes.

Co-ordination of Common Entrance entries and ordering of practice papers throughout the year.

Collate with the Headmaster and relate to teaching staff all matters relating to entrance examinations and external scholarships. This includes; specific requirements, application dates, application forms, copies of past papers.

Maintain an up to date collection of Senior school prospectuses, newsletters etc..

Post details of Senior School open days.

AA2 (Currently Deputy Headmaster)

Co-ordination of Internal School examinations, including timetable.

Co-ordination of Interim Reports.

Maintain pupil academic records via electronic database and paper storage of interim and end of term reports.

Set the dates, in consultation with the Headmaster, for interim reports, internal examinations and end of term reports and relate these to the staff.

Organise lesson cover for the absence of staff.

5.
Heads of  Department

The Head of Department is responsible for the schemes of work and teaching within the department. It is also the responsibility of the Head of Department to keep up to date with developments in the teaching and external curriculum requirements of their subject. The Academic Administrator will disseminate subject policy information from CE Board, Scholarship requirements and National Curriculum guidelines. Any queries relating to the work of a department should be referred to the Head of Department.

7.
 Tutors

The Tutor has overall responsibility for the well-being of the pupils in their group and for monitoring the academic and pastoral progress of each individual. The tutor meets with their group every morning for registration and for a longer session twice a week to discuss issues in a little more depth. The tutor should be the first ‘port of call’, for issues raised by staff or for pupils to raise with staff.

8.
Teaching Groups

Each child is placed in a form within his/her year group. When necessary year groups can be subdivided into two or more forms depending on the actual numbers in the year group. The division is made after full consideration and discussion by all staff involved, the final decision resting with the Headmaster.  

The division will sometimes be done on ability depending on the outcome of the staff discussion. If the overall division is not done on ability then there is the possibility of setting taking place in different academic subjects. Heads of Department will be consulted if this is necessary and possible. 

9.
Pupil Progress

Any concerns over an individual pupils progress should first be discussed with the Form Tutor and where appropriate the Head of Department. This could be for both lack of progress or exceptional progress, which in itself may warrant careful attention. Any issues concerning individual pupils can, and should where necessary and appropriate, be raised for notice and discussion at the weekly staff meeting.

The specific needs of the individual pupil at Bramcote will be catered for whenever possible. Following discussion within departments any proposed movements between sets should first be raised with the Headmaster and parents informed before any move takes place. If it is felt by the majority of the teaching staff that a particular pupil would benefit from accelerating or repeating a whole academic year then this is possible. 

Any concerns regarding individual academic progress tend to follow a hierarchical approach :

a. Subject Teacher – help, encouragement, sanctions.

b. Form Tutor – supporting subject teacher with discussion with pupil concerned. If necessary a report card could be introduced if the concern was cross curricular.

c. Headmaster – If there are still concerns after a few weeks on Report Card then the Headmaster may well discuss progress with the pupil and if necessary discuss the issue with parents.

10.
Report Card

If it is felt by the Form Tutor and other staff that a particular pupil is not working to the best of their ability then a report card could be issued. This is a card taken by the pupil to each lesson to be signed and any comments added by the member of staff at the end of the lesson. It should also be signed by the supervising teacher at the end of prep. This card is then shown to the Form Tutor at registration each morning and necessary observations made or sanctions taken. 

11.
Learning Support (See also Bramcote’s policy on Special Educational Needs)

Learning support may be necessary for individual pupils either within a particular subject or of a more general nature e.g. Dyslexia, Aspergers, Dispraxia, Gifted and Talented etc..

Many children arrive at Bramcote having been diagnosed with particular learning needs. However all staff should be alert to all pupils and their individual needs and any concerns noted. These should then be discussed wuth the Learning Support teacher and Form Tutor after completing a ‘Record of Concern’ form. After expert assessment and consideration subsequent help may be initiated which may take the form of individual or small group tutorials with the Learning Support teacher or other members of staff. It is important that all staff are aware of the nature of the needs of individual pupils on the Learning Support and Gifted and Talented Registers and that they are therefore familiar with the IEP’s of any pupils they teach who are under the care of the Learning Support teacher.

As well as specific learning support there are many other extra sessions provided by the staff at Bramcote for those pupils who find specific aspects of the work difficult, or who need additional help in preparation for entrance or scholarship examinations. This extra help can be given at many different times of the day and evening to suit both staff and pupil.

12.
Independent Learning

Heads of departments are encouraged where possible to encourage the setting of tasks to develop independent learning. However, it is recognised that in a learning environment such as Bramcote this is not always easy to fulfil.

13.
Music, Dance and Drama lessons

Bramcote is very keen to promote and develop the performing arts. An exceptionally high proportion of pupils have individual music, dance and drama tuition (Many pupils have at least one individual lesson each week). Due to the high numbers involved it is necessary for individual music lessons to take place during normal school lesson time. The music lessons are arranged on a 5 week rotation so that a pupil will not miss too much of any one subject. If a teacher feels a pupil is having particular problems as a result of missing lessons in a particular subject or if the rotation does not seem to be working then this should be discussed with the Director of Music.

14.
Holiday Work

It would not be normal practice for teachers to set holiday work of an academic nature except in the senior forms as the pupils approach Common Entrance or Scholarship examinations. There are some exceptions to this, particularly those pupils on learning support, where to have a complete break from learning would be a backward step and so some basic tasks may well be set by the Learning Support teacher. Staff should be aware that holidays provide children with a much needed break to re-charge batteries and so the amount of work issued needs to be carefully monitored to prevent overloading. It is only right and proper that holiday work should be marked as soon as possible and this related to the pupil. Also an indication of attainment and effort should be related to parents if requested since they may well have taken a close interest in the holiday work.

15.
Weekly Effort Grades

These are entered into a file in the staff room by the teacher for each form and subject they teach. 

The weekly effort grades and their definitions are:

5. Very Poor effort

4. Some concern over degree of effort

3. Satisfactory effort

2. Good effort

1. Excellent effort

Tutors should pass comment to their tutees on both encouraging and poor effort grades. The Headmaster reads out good scores to the school weekly. In addition the Headmaster will also try to recognise significant improvements by any pupil and congratulate them accordingly.

The weekly effort grade totals are entered into the overall House Competition.

16.
Stars

Pupils should be sent to the Headmaster for ‘good work’ when judged against that individual pupil’s normal standards, they are then awarded a gold star. These are acknowledged in the weekly assembly and go towards House Points.

17.
Reporting to Parents

It is important that all matters affecting pupils are discussed with the Headmaster, or in his absence the Deputy Headmaster, before members of staff approach or communicate with parents. Consequently, all correspondence on school matters between staff and parents should be cleared with the Headmaster, or in his absence the Deputy Headmaster. If parents raise academic issues with staff in general conversation then these should be conveyed to the Headmaster at the earliest opportunity.

Reporting directly with parents takes place in three different forms; Interim reports, End of Term reports and Parents Meetings.

18.
Interim Reports

These are created from the marks a pupil has gained in each subject over a given period. The length of this period varies according to the teaching time available each term but the specific dates are published at the start of each term in the termly calendar. Attainment Grades (A to D) are entered by each member of staff together with an effort grade (1 to 5) and are overseen by the Head of department. These effort grades are 1 to 5 and should reflect the weekly effort grades awarded during the Interim Report period.

A report slip containing these grades is then produced which shows effort and attainment in each subject. Comments are then added by the Form Tutor and Headmaster before being sent out to parents. It is important that the Form Tutor discusses these Interim reports with each pupil individually. In addition the Headmaster might want to discuss some individual reports with specific children.

An extended staff meeting is held after each Interim Report period so that any necessary discussion on individual pupils can take place and any necessary action be implemented.

19.
End of Term Reports

End of Term Reports are ready for collection at the end of proceedings on the last day of term.

A report deadline is published at the start of each term. Tutors check, (and get corrected), and collate completed sets of reports and pass them to the Headmaster together with Tutor’s comments. Reports should be written in ink or word-processed on the standard form available. They should, where appropriate, indicate the pupil’s grades for effort and attainment, the number of pupils in the group and positions in any examinations. If the subject is split into sets then an indication of which set should also be given. It is the responsibility of each subject teacher to meet the published deadlines for report writing and place the reports in the specific area in the staff room together with a copy of the reports for the school records.

The Headmaster reads all reports and then writes his own summary report.

20.
Parents’ Meetings

There are several meetings during the year set aside specifically for parents to meet all the staff who teach their child. These are arranged by year group and take place either on a Saturday morning or an afternoon after lessons. This is often followed by an informal lunch or afternoon tea in the Headmaster’s House where staff will be available for further discussion or just an informal chat!

21.
Assessment

Internal Standardised Testing

The children are regularly assessed as they progress through the school as a means of monitoring progress. This information is also useful when the Headmaster suggests possible schools for parents to consider. The standardised testing comprises Verbal and Non-Verbal Reasoning, spelling, reading and maths assessments.

There is a programme of NFER testing to ensure most pupils are regularly tested.

NFER Verbal Reasoning Tests

These are administered to Forms II, III, IV, V and VI during the school examinations. Any new children joining the school will be assessed at the earliest opportunity. The different tests used are as follows and are related to age:

Test BC
 - Forms II and III (Age band 8.00 to 10.06)

Test D

 - Form IV (Age band 10.00 to 12.00)

Test EF
 - Forms V and VI (Age band 11.00 to 13.06)

NFER Non-Verbal Tests

These are designed to test the ability to recognise similarities, analogies and patterns in unfamiliar designs. These reasoning processes are widely accepted as being fundamental to understanding and assimilating new information and ideas. Scores on these tests can give an indication on how easily children will acquire new concepts and master new material. Using designs rather than words allows reasoning to be assessed independently of language skills. These tests are administered to children where possible during the school examinations. The different tests used are as follows and are related to age:

Test 8 + 9 to Form II and III

Test 10 + 11 to Form IV

None of the results from these tests should be used alone but should be taken into account with other standardised tests, teacher assessments and the schools general assessment and knowledge of the individual children. Test results such as these should be used to enhance our knowledge of the children and thus help develop teaching strategies for individual children.

22.
Internal Examinations

Forms II to VI (Years 4 to 8) tend to have full sets of examinations at the end of the Autumn Term and at half term in the Summer Term. In the Spring Term, because it is a short term, and we do not want to lose too much teaching time, only the Form VI (Year 8) pupils have exams. These are important as ‘trial’ exams with Common Entrance and Scholarship exams taking place in May and June.

23.
Common Entrance Examinations

These are for final year pupils and take place over 4 days, usually the first full week in June. Pupils are examined in English, Mathematics, Science, French, Religious Studies, Geography and History. Pupils who have studied Latin are also examined in it. Common Entrance is an external examination with the papers being sent for marking to the pupils first choice Public School. The results are sent to the Headmaster one week after the last exam day.

24.
Scholarship Examinations

These are held at different times during the Spring and Summer Terms. The Academic Administrator will keep Heads of Department and staff informed accordingly.  

25.
Study Skills

We do regard the children’s acquisition of study skills as being highly important, and teach specific ways of improving their performance: storage of books and possessions, reading techniques, note taking, ways of remembering factual material, how to revise etc.. Each subject teacher should teach the pupils how to revise effectively for examinations in their specific subject. 
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