The intention of this essay will be to justify the
need for keeping records and describing the types
of records which need to be maintained.
It is imperative as a teacher to keep mandatory
records, such as individual learning plans.
Throughout the academic year, it is not acceptable
or beneficial for both teacher and student if the
progress of learning is not appropriately recorded
and stored.
Clear documents and detailed record keeping are
vital, especially for people who may be working
or assessing in the classroom. Record keeping
is therefore essential for periods where there are
ofsted inspections, support teachers and cover
supervisors. For this reason, having recent and
up to date records of every pupil should include
information that will be of value, for example
special needs requirements, the learning progress
and key assessments.
Brooks et al. (2007) states that ‘assessment could,
and should, occur at any stage – even before anything
has been taught!.’. (p.115)
This information would be stored in individual
learning plans in a secure cupboard for privacy and
confidentiality.
Recording keeping allows support teachers who are
working with the learners to contribute, by writing
down their observations and evidence. This could
provide a more in depth insight, or may highlight
aspects of the pupil’s learning ability that the teacher
may have not noticed before. The records maintained
would be passed on to the next teacher, providing
evidence, containing the pupil’s achievements and
their individual learning process.

Health declaration, accidents or incident records
are mandatory to maintain. It is in the best interest
of the students and the teacher to know of any
health related issues for the delivery of safe art
lessons.

For example, if a pupil has epilepsy, and was known to
have serious reactions to flashing lights, the teacher
would have to know to ensure the safe and cautious
delivery of visual images during class time. If this was
ignored, or incorrect records were kept regarding the
pupil’s health, this would have a legal ramification and
could result in serious disciplinary action.
Monitoring and tracking the learner’s previous exam
results, coursework and behaviour can form the
foundation for discussion, reflection, and evaluation
amongst teachers and parents. Allowing the records
to be visible can also motivate the learner in any
area of weakness or strength, to aspire and aim for
progress and improvement.
The National Curriculum system of assessment
has made guidelines within the policies, stating that
record keeping has prominence on their agenda, and
will be implemented within the school system. These
compulsory demands by the National Curriculum
require teachers to record their learner’s skills,
knowledge and understanding in all aspects of work.
This is in relation to assessments and exams, which
will also provide detailed and accurate reports to
parents.
Taking the register in both the morning and the
afternoon within your form group and every other
lesson taught, is a basic way of knowing who is in your
classroom and who is not. The significance of this
is crucial, especially for health and safety reasons.
If there was a fire incident within a school, the entire
school would exit the building and immediately go to
the assembly point. The pupil count at the assembly
point would be checked against the attendance
registers and visitor’s book to verify that everyone is
out of the building.
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Failure to follow this basic procedure of taking the register throughout the school day could worryingly lead
to a pupil being left inside the school, possibly being
trapped within the area of the fire. The fire service
may not undergo any further search operations for individual pupils because nonattendance has not been
notified. Therefore in an extreme case, any learners
left inside the building could be seriously injured or
die.
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