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Formative Assessment is the process used to assess both progress toward goals and performance on standards. This process may take place at any time during the cycle of evaluation, but typically takes place at mid-cycle. This process can also initiate a plan change before the end of a cycle. This guide is intended to prepare Evaluators for the process.

Purpose of the Formative Assessment:
To summarize the evidence collected from observations and artifacts and provide an opportunity for feedback to educators during the midpoint of their plans.  
Steps of the Formative Assessment: 




	Step 1

Gather
Evidence


	The feedback provided during Formative Assessment will be based on evidence gathered through observations and artifacts.
· Every educator should be observed at least once prior to Nov 15th.  
· Best practice is to conduct at least two observations prior to the Formative Assessment to collect evidence for Standard II. 
· Ensure that at least one artifact has been uploaded by the educator or evaluator for Standard I, Standard III, and Standard IV.

· These can include lesson plans, gradebooks, team meeting notes, and evidence of parent outreach.
· Educators should be given advance notice of the timeframe for the Formative Assessment in order to have time to submit artifacts.
· While there is no need to comment on all of the artifacts an Educator submits, if an artifact is going to be cited as evidence of low performance in the Formative Assessment, there should be a record of feedback on that artifact.


	Step 2

Rate Progress
on Goals

and Standards


	Each goal and must be rated as: 

· Exceeded, Met, Significant Progress, Some Progress, or Did Not Meet.

Each standard must be rated as: 

· Exemplary, Proficient, Needs Improvement, or Unsatisfactory.

For each rating, a rationale should be provided.

· The rationale should consist of a claim supported by 1-3 specific pieces of evidence, citing observations, artifacts, and available student data.

· More evidence may be necessary when rating an underperforming teacher.    

· The rationale should connect the performance rating to the rubric.

· Whether or not there is evidence of completing action steps strengthens the rationale. 

· For standards ratings of Proficient or Exemplary, the rationale is suggested but not required

	Step 3
Prescriptions


	Any standard rated Needs Improvement or Unsatisfactory will require a prescription
· Prescriptions will have three parts: 
· Problem Statement
· Evidence Statement
· Prescription Statement.
· The Problem and Evidence Statements should repeat the rationale of the Standards rating or may go into more detail if necessary.  
· The Prescription Statement may refer to previously established goals or action steps.


	Step 4
Comments


	Both the Evaluator and the Educator have the option of writing comments on the Formative Assessment.

	Step 5
Overall Rating
	Evaluators will roll ratings on goals and standards, as well as all necessary rationales and prescriptions, into an Overall Rating of 
· Exemplary, Proficient, Needs Improvement, or Unsatisfactory.
If the rating is different than previous ratings, the Evaluator may end the plan and start a new one (see Plan Changes below). 


	Step 6
Sign-Off


	The Evaluator signs off electronically by typing his or her name. 
· The Sign-Off page is where the Evaluator has the option to end the plan (see Plan Changes below).
· Clicking the “Submit Signature” button will release the evaluation, allowing the Educator to view the document.  The system permits edits within the next five calendar days. 
· The Educator will also sign off electronically, signaling that he or she has seen the evaluation.
· If the Educator does not sign off within five calendar days, a notification on the EDFS displays to both educator and evaluator on the Sign-Off page of the Formative Assessment.  

	Step 7
Meet with 
Educator
	Evaluators are encouraged to meet with each Educator to discuss the Formative Assessment.

· Meetings are required if any of the following is true:

· The Overall Rating is Needs Improvement or Unsatisfactory,
· The plan is changing,

· The Educator requests a meeting.



	Next Steps


	The Evaluator continues to collect evidence through observations and artifacts in order to track performance changes between the Formative Assessment and the Summative Evaluation. 
· If the formative assessment will be completed close to May, the formative should be 
The Summative Evaluation builds upon the Formative Assessment.  Subsequent observations should note:
· Any adjustments to practice based on feedback from the formative assessment or observation debriefs 
· Trends in student performance data 

· Action step Implementation



Plan Changes
Formative Assessments can trigger a plan change if its Overall Rating is different than the previous evaluation ratings. However, the decision to end the plan is at the discretion of the Evaluator.   Ending the current plan requires the evaluator and the educator to start a new cycle, beginning with a self-assessment that is informed by the Formative Assessment.  Educators who have received prescriptions in the formative should give strong consideration to them when writing their self-assessment.  
Example A:  An Educator on a Self-Directed plan receives an Overall Rating of Needs Improvement on the Formative Assessment.   
· Option #1:  The Evaluator can continue the plan if he or she wants to continue to gather evidence of performance till the summative evaluation at the end of the plan.  
· Option #2:  The Evaluator should end the plan and assign the educator to a Directed Growth plan if the evaluator feels sufficient evidence exists to support the “Needs Improvement” ratings in the formative assessment.  
Example B:  An Educator on a Directed Growth Plan makes thoughtful and effective adjustments to practice on a standard that was rated “Needs Improvement” on a previous evaluation.  On her formative, the Educator gets an Overall Rating of Proficient. 

· Option #1:  If the Evaluator feels confident that this change in performance is long-term, the evaluator may end the plan and assign the educator to a Self-Directed Growth Plan.

· Option #2:  If the evaluator feels that more evidence should be collected to verify the change is long-term, then the evaluator may continue the Directed Growth Plan while keeping the Overall Proficient Rating on the Formative.  
Rationale Structure

	Description
	Sentence Starters
	Uses

	Claim

Evaluators will make a claim about the progress an educator has made toward completing his or her goal or a rating on the educator’s practice in a standard.  
	Mr. X has demonstrated ___________ progress toward completing his _____ goal.

Ms. Y needs to continue to __________ in order to be on track to completing her ____ goal.  

Mr. X should make adjustments to ____ in order to ensure that…

Ms. Y consistently/inconsistently _________, which shows ______________.  

In his previous evaluation, Mr. X received feedback that he should...  From that time, Mr. X has…

Despite the challenges of ___________, Ms. Y has…

Although Mr. X has been ___________, he should also __________ so that students…
	This simple sentence starter can be used for rating both progress on goals or performance on the standards.  

This sentence starter can be used to either highlight practices that the educator should continue doing to maintain progress or needs to do more consistently to make more progress on a goal.  

One way to use this sentence starter is to refer to specific steps in an action plan that may need greater attention.  

This sentence starter explicitly uses proficiency language around an element to describe the evaluator’s practice.  

These two sentence starters are useful when the evaluator wants to highlight changes in practice or ways the teacher has overcome a specific challenge.

This sentence starter might be useful when the evaluator wants to stress that certain actions may not necessarily lead to the desired impact on student learning.    



	Description
	Examples

	Evidence

Evaluators should use 1-3 pieces of evidence to support the claim, making specific references to observations and artifacts.  


	In an observation on Nov 18th, I noted that when asked, 8/10 students were able to articulate the learning objective for the day in their own words.  

On the Quarterly Benchmark exam, 73% of students scored in Proficient or Above on questions relating to linear equations, which was an increase of 12% from the baseline exam conducted in September.  

Student work from Mr X’s class (“WWII – Eastern and Western Perspectives Per 3”) shows how he has incorporated an effective structure for group work with differentiated approaches to learning.  
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