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REPORTS AND REPORT WRITING (307) 
 
Writing reports is a key professional task for teachers and the annual cycle of reports is 
published to all staff annually by the Director of Studies. 
 
Reports are formal documents and provide an opportunity to review a pupil’s progress, 
discuss strengths and weaknesses and set targets for the future.  Reports should therefore 
be personal to the pupil and give an accurate picture of current attainment i.e. progress 
within a band in Years 7,8,9  and grades from Year 10 upwards, and whether she is on track 
to meet the levels of attainment suggested by baseline testing (MidYIS, YELLIS or ALIS). 
 
Format of Reports:  Years 7-11 
 
All reports in Years 7 – 13 have a common theme to enable ready comparison between 
reports and so that pupils and parents know what to expect in each report. 
 
Every report will therefore contain a grade for the following categories, which are directly 
linked to the school’s aims: 
 

 Embracing Challenge 

 A Sense of Belonging 

 A Love of Learning 
 
In each of these categories, a pupil’s attainment will be judged to be: 
 

E = Excellent 
G = Good 
I = Inconsistent 
 

Document 307a outlines the ways in which these categories should be evaluated by teachers. 
For pupils in Years 7–9, progress against their Band, which is drawn from MidYIS baseline 
testing, will be given via a “traffic lights” system to show whether a pupil is “exceeding” 
(purple), “on track” (green), “almost on track” (amber) or “not on track” (red). Pupils are 
expected to be “on track” within their Band. Heads of Year will look at progression after 
each reporting session and lead on intervention strategies as appropriate. 
   

Pupils in Year 10 and 11 are given a Current Performance Indicator describing the GCSE 
grade they are likely to achieve at the end of the GCSE course if they continue to work and 
make progress in the way that they are at present. This data is internal and is not issued to 
parents, but used for internal tracking of students.  
 
Students in examination years are given a target minimum grade (TMG) for the end of the 
GCSE course drawn from MidYIS baseline testing completed in Year 7 and/or YELLIS but 
adjusted to reflect average value added in each subject and the subject teacher’s 
knowledge of a pupil.  From the Spring term in Year 10 there is also a “traffic lights” system 
to show whether a pupil is “on track” (green), “almost on track” (amber) or “not on track” 
(red) to achieve their TMG in each subject.  If a TMG has been raised during the year this is 
coloured purple. The Head of Years 10 &11 will look at the “on track” indicators after each 
reporting session and lead on intervention strategies as appropriate. 
 
 
Guidance on the generation of Bands and TMGs is given to heads of department and subject 
teachers on an annual basis. 
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Interim Reports 
 
The interim report is a shortened report issued twice a year (three times for Year 13) which 
consists of pupil attainment data but no teacher comments.  
 
Subject Report; Years 7 to 11  
 
The subject report is a more detailed report issued once a year which consists of pupil 
attainment data, subject teachers’ comments and actions needed for improvement.  These 
reports are ultimately read, commented upon and signed by the Headmistress. 
 
Subject teachers write their comments in free text and should write between 80 and 120 
words.   The comments should be as positive and developmental as possible.  Areas of 
concern must be pointed out to parents; however, the pupil must always be given 
constructive feedback on how she can improve.    Negative remarks are invariably unhelpful.   
 
The report should concentrate on  

 what the pupil has learned (rather than what has been taught) 

 how the pupil is performing in relation to her Band or TMG  

 strengths and any particular achievements 

 areas for development and suggestions for improvement should be clearly identified  
 
“Action needed” is listed in bullet point form separately and as a command (For example:  
“Learn vocabulary lists more thoroughly”).  Bullet points should start with a capital letter 
and not end in a full stop or semi-colon.  Teachers should aim to write 2 bullet points per 
subject.  
 
Subject Report: Sixth Form 
 
Subject reports for the Sixth Form follow similar principles to those for students in Years 7-
11, but recognise that students in the Sixth Form require even more detailed guidance and 
support in their final stages of secondary school before entering higher education.  They 
comment upon a student’s progress and set her targets for the next stage of her study.  One 
report per teacher of each subject is required and teachers should collaborate to agree on 
the attainment grade given.  These reports are written for parents but obviously closely 
targeted at students who will read them before they are sent home.   
 
    
Principles for writing subject reports 
 
1. Pay strict attention to the dates and times of completion and manage your report 

writing workload accordingly.  
 
2. Reports are written primarily for parents, but are also part of a pupil’s record and 

are transferred with her when she leaves school. They are also used in discussions 
with outside agencies when there are issues related to a pupil’s welfare. Reports are 
often used to write references.   

 
3. Spelling, punctuation and grammar speak loudly about our professionalism. It is 

therefore important that reports are written in good time to be checked by HoDs and 
the external proof reader before the final deadline.  HoDs should arrange for their 
reports to be checked by another member of their department or a fellow HoD. 
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4. Teachers are advised to draft reports in Word, where the spellcheck is more 
effective, and then paste them into SIMS. Font Trebuchet size 11 should be used. 

 
5.  Comments should concentrate on a pupil’s progress not her personality 

a. Be positive and encouraging but be honest and precise so that difficulties are 
clearly described 

b. Do not lead parents to believe that the pupil is much better than she really is. 
If progress is not good, indicate how improvement might be obtained. All pupils, 
whatever their ability and conscientiousness, must have targets for which to 
aim.   

c. Reports should be worded in a positive and helpful way and should avoid value 
judgements about a pupil’s character.  Rather comments should focus upon what 
a pupil has achieved, any obstacles the pupil is encountering which are 
preventing her from achieving her full potential and what she needs to do to 
overcome these.   Do remember that a comment such as “she talks too much in 
class” may lead parents to think that a teacher cannot keep control and a 
comment such as “she shows little interest in the subject” may reflect upon a 
teacher’s failure to stimulate the pupil as much as upon the pupil herself.  

d. Comments on pupil behaviour are best left to the tutor’s report 
e. Avoid making firm predictions, such as “she will definitely get an A grade in 

June” which may not come about.  It is better to say that the pupil deserves to 
succeed 

f. Always check spelling of the pupil’s name; use the name check function in SIMS 
to ensure you are using the legal name– a courtesy to the pupil and the parents.  
Avoid overuse/repeated use of pupil’s name in comments.  

g. Always re-read the report to yourself to check its “flow”  
 
Examination Results 
 
Sheets detailing pupils’ performance in examinations are produced and sent home to parents 
at the appropriate time.  Where a pupil is taking a public examination course, a GCSE or A 
level grade equivalent to the level of examination performance is also given. 
 
Intervention Strategies 
 
Following the issuing of an Interim or a Subject Report, the Director of Pastoral care along 
with the appropriate Head of Year will review the reports of pupils, paying particular 
attention to those pupils who are not on track or almost on track in a number of subjects.  
Based upon this review, they will decide those pupils in need of a Formal Action Plan or a  
 
The Tracking and Intervention Policy (415) outlines how this leads to intervention for 
students. 
 
Tutor Comments 
 

The tutor is in the best position to give an overall judgement about a pupil’s overall 
involvement and progress at school.  The tutor should also comment on the pupil’s 
attendance and punctuality, particularly where there is a concern. Therefore her/his report 
should provide comments on a pupil’s general attitudes and her contribution to the ethos 
of the school.  Evidence for this can be drawn from a pupil’s activities within the tutor 
group, her involvement in lessons, assemblies, and more widely in any area of school life. 
The tutor should also record any positions of responsibility and participation in extra-
curricular activities. This report should be of at least 100 words. 
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It is important also for tutors to think about where a pupil is in her school life and comment 
accordingly.  For example, Year 7 parents will like to know if the pupil has adjusted to 
secondary school and is coping with the workload and Year 10 parents will appreciate 
encouraging comments on a girl’s focus and maturity as she starts public examination 
courses. A Sixth Form tutor’s comments should be more of a professional appraisal directed 
as much to the student as to the parents. 
 
Heads of Year will provide guidance to tutors on the writing of this report.   
 
There is no requirement to distil the content of subject reports or comment upon a 
pupil’s academic progress within the tutor report.   

 
UCAS Comments and References   
 
Subject teachers write comments in Unifrog for UCAS references for students applying to 
University.    They are not shown to parents or to students until the whole application has 
been submitted to UCAS. 
 
Writing UCAS references is a very skilled and extremely important task; our policy is to give 
every student the best possible chance and reflect their strengths adequately.  The 
contribution of teachers, through the UCAS subject comments, is critical here.  
 
Teachers within departments should collaborate carefully on the writing of subject 
comments so that they are as full and as informative as they can be. One report per subject 
is required.  
 
More detailed guidance on Subject Comments for UCAS is produced annually by the Head of 
Careers. 
 
Quality Assurance   
 

 Heads of Department are responsible for quality assuring all subject reports.  This 
includes reading every report written by a member of their department carefully, 
reflecting on whether the comment matches the data and advising her/him about any 
errors.  Heads of department should ask another member of their department or a 
fellow head of department to read their reports in a similar way.  

 A proof-reader will check subject comments for spelling, punctuation and grammar 

 Heads of Year are responsible for checking tutor reports once form tutors have 
completed their work. 

 The Headmistress or a member of SLT will read all subject reports before they are 
released to parents.  
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The most common errors in report-writing 
 
Though teachers generally have excellent spelling and grammar, there are always “grey 
areas” where guidance on consistency is a great help in reducing the number of changes 
that need to be made by those who are proof reading reports. 
 
If you are not sure of the accuracy of any expressions or punctuation, please always feel 
free to consult your HOD.   
 

Problem Correct Versions 

Names   
 

Please always use the full legal forenames on reports.  Therefore, 
it is “Katharine” not “Katie” etc. Use the name check function in 
SIMS to ensure you are using the legal name 
 

“I” Reports should generally be written in the third person.   Though 
the word “I” may be used, it should be used sparingly.  
  

Year group/subjects 
and activities 

These should be given a capital letter, for example, “Year 8”, 
“Mathematics”, “History”, “Music” “Choir” “Chess Club” 
 

Incorrect 
prepositions 
 

Often there are problems with prepositions.  Please be aware of 
these.  i.e. participate in ….; put more effort into her work; 
She should be congratulated on her work. Stylistically, 
prepositions should not be placed at the end of a sentence or 
clause. e.g.  “The equipment with which she has worked” NOT 
“The equipment she has worked with” 
 

Plural nouns and 
singular verb 

Charlotte’s commitment and hard work have paid dividends.      
i.e. not  “has” 
 

Split infinitives 
 
 

If a verb is in the infinitive form (“to ___”) it is bad practice to 
split the verb and the “to” by inserting a word between them. So 
the correct form would be: “to complete her work successfully” 
NOT “to successfully complete her work” 
 

Countables and 
uncountables:  e.g. 
the use of “less” / 
“fewer” 
 
 
 
 

Things you can count can be preceded by “few”,” fewer”, “many” 
etc. Things which cannot be counted are preceded by “little”, 
“less”, “much” ETC 
 
The most common mistake in this area is:  she gained less marks.  
As marks can be counted, this should be “she gained fewer marks”. 
 
“Amount” is for uncountable things only: i.e. amount of work, 
amount of paper, BUT:  number of days, number of essays etc. 
 

Commas 
 
 
 
 
 
 
 
 

Commas are used to indicate a short pause for breath in a 
sentence, or to separate one clause from another.  For example: 
“She must, however, work conscientiously on her grammar” 
“If she heeds this advice, she will progress more rapidly” 
  
Commas do not come before “and” when this precedes the last 
item in a list.  For example: “She has worked hard on her 
coursework, her essays and her project”. 
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However, a comma does precede “and” when “and” introduces a 
new clause.  For example: “She must work hard on her 
coursework, and she must consider the benefits of …” 
 

Semi-colons These can be as powerful as a full stop.  For example: “She worked 
very well on her recent project; in the future, she should target 
…” 
 
If in doubt, however, a FULL STOP can always be used. 
 

 
 
 


