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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 give the Educator feedback and an opportunity to check in with the Evaluator. 
Steps of the Formative Assessment: 

1. Gather evidence

2. Rate progress on each goal
· Provide a rationale for each rating

3. Rate performance in each standard

· Provide a rationale for each rating 

· For ratings of Proficient or Exemplary, providing a rationale is suggested but not required

4. Prescriptions for any standard rated Needs Improvement or Unsatisfactory
5. Comments (optional)
6. Overall Rating 

7. Sign-Off
8. Meet with Educator (optional if the Overall Rating is Proficient or Exemplary)
Step 1: Gathering Evidence

· The feedback provided during Formative Assessment will be based on evidence gathered through observations and artifacts.
· Best practice is to conduct at least two observations prior to the Formative Assessment to collect evidence for Standard II.
· Gather at least one artifact each 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 constructive criticism on that artifact.
Step 2: Rating Progress on Goals

· Each goal must be rated as: 
· Exceeded, Met, Significant Progress, Some Progress, or Did Not Meet.
· 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.
· Evidence (or lack thereof) of completion of action steps strengthens the rationale. 
Step 3: Rating Performance on Standards

· Each standard must be rated as:
· Exemplary, Proficient, Needs Improvement, or Unsatisfactory.
· For each rating, a rationale should be provided.
· For ratings of Proficient or Exemplary, the rationale is suggested but not required.
· The rationale should consist of a claim supported by 1-3 specific pieces of evidence, citing observations, artifacts, and available student data.
· The rationale should connect the performance rating to the rubric.
· A sample rationale: 
	Rationale Structure
	Example

	Standard
	II. Teaching All Students

	Rating
	Unsatisfactory

	Claim
	Teacher X needs to continue to work on engaging all students so that they are experiencing rigorous instruction, as well as fully understanding expectations for lessons and assignments.


	Evidence 1
	During the class observed on October 15, of the 11 students who were present in class, 3 students had their heads down (2 of whom were sleeping). Another student began to walk around the room and changed his seat several times. When asked about his behavior, the student said he was frustrated. He said he finished the assignment in one paragraph and didn't see how he could make this project into 2 pages. He said he didn't understand the project.


	Evidence 2
	During the lesson observed on October 16, 8 of the 10 students in class copied the Do Now prompt, but made no attempt to answer it. During that same class, students were asked about what causes a recession, and were unable to come up with the answer the teacher was looking for. It is unclear that they understood the answer when he eventually gave it to them, as there was no follow up or check for understanding.

	Evidence 3
	The classroom is not set up to facilitate student participation, and a small group of students dominate the discussions, as seen in the October 16 observation.

	Connection to Rubric
	As described by the Unsatisfactory level of element I-D-1. Clear Expectations on the Rubric of Effective Teaching, Mr. X does not make specific academic and behavior expectations clear to students.



Step 4: Prescriptions 
· Any standard rated Needs Improvement or Unsatisfactory will require a prescription
· Prescriptions will have three parts: 
· Problem Statement,
· Evidence Statement,
· Prescription Statement.
· The prescription may refer to previously established goals or action steps.
Step 5: Comments

· Both the Evaluator and the Educator have the option of writing comments on the Formative Assessment.
Step 6: Overall Rating

· After completing ratings on goals and standards, as well as all necessary rationales and prescriptions, Evaluators will make an Overall Rating of 
· Exemplary, Proficient, Needs Improvement, or Unsatisfactory.
· If the rating is substantially different than previous ratings, the Evaluator may end the plan and start a new one (see Plan Changes below). 
Step 7: 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 have access to each part. The system will then permit edits within the next five days. 
· The Educator will also sign off electronically, signaling that he or she has seen the evaluation.
Step 8: Meet with Educator

· Evaluators are encouraged to meet with each Educators 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.
Plan Changes

· Formative Assessments can trigger a plan change if the Overall Rating is substantially different than previous evaluation ratings. This decision is at the discretion of the Evaluator.

· Example: An Educator on a Self-Directed plan receives an Overall Rating of Unsatisfactory on the Formative Assessment. The Evaluator can choose to end the plan and assign the educator to an Improvement plan. 
· A plan change begins the cycle all over again, starting with a self-assessment that should be informed by the Formative Assessment.
Next Steps
· Evaluator continues to collect evidence through observations and artifacts, and look for any response to feedback or trends in performance and that will inform the Summative Evaluation. 

�Write a synthesizing statement of a salient theme that runs through your evidence and leads you to your rating


�When attributing emotional states to students (e.g., frustration, confusion, understanding) be sure to cite specific quotations from students


�Use the language directly from the performance level of an element within the Rubric of Effective teaching to anchor claim and evidence .
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