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Heart of the Forest Annotation Policy 

The purpose of this policy is to make explicit how staff annotate pupils’ work and provide 

feedback.  All members of staff are expected to be familiar with the policy and to apply it 

consistently.  Supply staff are expected to follow the procedures laid out above and they should 

be shown this policy when they first come into our school to work as part of their Induction. 

Why are annotation and feedback necessary? 

It is important to provide constructive feedback to children, focusing on success and the ‘next 

steps’ they need to progress their learning.  Annotation and feedback constitute a form of 

assessment for pupils’ future learning. It must be relevant to the individual pupil and therefore 

a range of different strategies are used across the school. 

The principles guiding the school’s approach to annotation and feedback: 

Annotation and feedback should: 

• be manageable for staff and accessible to pupils 

• relate to the learning outcome and comment on achievement linked to progress over time 

• involve all the adults working with pupils 

• give recognition and praise for achievement and clear strategies for improvement 

• inform future planning and target setting 

• use consistent codes across the school 

• be seen by pupils as a positive approach to improving their learning 

• raise the standard of progress in school 

• help to foster independence in and responsibility for pupils’ own learning 

• provide information for parents/carers to gauge their child’s progress 

• give pupils opportunities to become aware of and reflect on their learning needs 

In practice: 

• Feedback to pupils is usually oral in our school, as this has the greatest impact on their 

future learning. We use a ‘verbal feedback given’ stamp to show when this has been 

given. 

• Annotation on pieces of work needs to be  

o dated  

o indicate how much help was given  

o suggest the ‘next step’ for individual pupils where relevant. 

• The codes used are: 

o VP   = Verbal prompt 

o PP   = Physical prompt 

o HH   = Hand over hand 

o IW   = Independent work 

o PR                                =         Physical reassurance 

• Pupils who are able to, should be asked how they feel they could improve a piece of work 
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• Comments, both oral and written, should be constructive and purposeful, specifying what 

has been done well 

• Stickers, stamps and/or smiley faces may be given to pupils, stuck on pieces of work, 

behaviour plans or IEP targets to reinforce praise 

• Plenary sessions may be used to respond to pupils’ work by looking at examples of 

completed tasks and comparing objectives with learning outcomes   

• The outcomes inform the planning of the next lesson objectives 

• Where pupils are spelling words themselves, a maximum of three words may be 

corrected for spelling and listed underneath the work. 

• RAG ratings may be used with pupils to inform progress towards outcomes.  Purple 

highlighting may be used to indicate pupil contribution to feedback on their work. 

Early Years 

In Early Years, staff always talk to pupils about their learning, whether or not it is recorded.  

Observations are recorded regularly on sticky labels and used as evidence of progress within 

the Early Years Foundation Stage levels. 
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