REPORTS
Rationale

Written reports provide the detail about a students’ progress that grades alone cannot give.  They can highlight specific strengths and weaknesses and point to areas for improvement.  They are a vital channel for communication with parents and are used for writing references for students; as such they are extremely important, professional documents which can affect students’ futures and should be written with extreme care and consideration.
Objectives

· Communicate students’ progress to their parents.
· Provide detailed information about student achievement, ability, attitude and effort.
· Make specific and constructive recommendations.
· Enable students to set goals for improvement.
Principles

· Reports should be as positive, as detailed and as specific as possible.
· Reports should provide achievable goals and strategies for improvement.

· Report comments should be consistent with grades.

· Parent interviews and record books are part of the reporting process.
Procedures

· Written reports are given three times a year in Rey Yupanqui and twice a year in Insurgentes.
· Extra, internal reports are provided as and when necessary.

· Lead Tutors and Grade Leaders are responsible for ensuring that internal reports are completed.

· Tutors in Insurgentes are responsible for ensuring that reports are complete, accurate and finished on time.
