Case Study of the Formative Assessment Process 
· The school has 1 Principal, 1 Assistant Principal, 1 School Nurse, 1 CoSESS, and 43 Teachers. 

· The Principal has an evaluation caseload of 36 (33 Teachers, 1 Asst. Principal, 1 Nurse, 1 CoSESS), and the AP will evaluate 10 Teachers.
· Below is a snapshot of how the Principal manages all of the formative assessments for educators on her caseload over the course of 8 weeks.

	Week
	Evidence collection
	Formative Assessments
	Communications & Plan Management

	Week 1

Dec. 3 – Dec. 7

	· Complete observations and feedback for 5 educators. 
· Email entire staff to inform them that they can and should upload artifacts for all standards and goals.

	· Complete the formative assessments for 2 teachers on Improvement Plans.

	· Log onto EDFS to guarantee that action plans have been approved for all educators. 
· Give written notice to each teacher regarding the date of their formative assessment.
· Meet with AP to check the status of his observations and feedback on his caseload.  Also check in regarding the upcoming CPT and give him the deadline of having 3 formative assessments completed by Jan. 11.


	Week 2

Dec. 10 – Dec. 14
 
	· Conduct an unannounced observation of AP as he facilitates common planning time and upload feedback.
· Conduct an unannounced observation of 5 teachers and provide feedback.
	· Complete formative assessments for 5 teachers.

	· Meet with 2 teachers on Improvement plans to discuss Form. Assessment.
· Schedule a 30 minute announced observation of Mr. Edward’s class by Jan. 8, because he was rated NI on Standard 1 on his formative assessment (contract says this must happen within 30 days of an Unsat or NI rating on any standard).

	Week 3

Dec. 17 – Dec. 21
	· Conduct  unannounced observations of 5 teachers and provide feedback
· Look for evidence of teachers using information from CPT meeting facilitated by AP and upload as an artifact.
	· Complete formative assessments for 5 teachers.
	· Analyze caseload report to identify teachers who have not uploaded any artifacts and send reminder email.


After 3 weeks, the Principal has conducted  16 observations (with feedback), completed 12 Formative Assessments, and uploaded 1 artifact for the AP.
	Week
	Evidence collection
	Formative Assessments
	Meetings & Communications

	Week 4

Jan. 7 –Jan. 11

	· Observe the nurse for 10-15 minutes in her office.  Provide feedback and upload an artifact (the student sign in log documenting the time each student spent in the nurse’s office).  

· Conduct 5 unannounced observations of teachers and provide feedback.
·  Observe the CoSESS for 10- 15 minutes as she facilitates an IEP meeting. 

· Conduct announced observation of Mr. Edwards.
	· Complete the formative assessments for 5 teachers. 
	· Check in with AP on meeting deadline for completing 3 formative assessments, set deadline of Feb. 1 for the next 3 formative assessments, and Feb. 15 for the final 4.

	Week 5

Jan. 14 – Jan. 18 
	· Conduct an unannounced observation of AP as he meets with a student and his family.  Provide feedback and upload an artifact (the behavior contract signed by the student and parents).
· Conduct an unannounced observation of 5 teachers and provide feedback.
	· Complete formative assessments for 5 teachers.

	· Email reminder to staff to upload artifacts for all standards. 
· Attend grade level team meetings, provide feedback and upload an artifact (the teacher created rubric for open-response questions from Grade 3 meeting and team lesson plans from Grade 2 meeting).

	Week 6

Jan. 22 – Jan. 25
	· Conduct  unannounced observations of 5 teachers and provide feedback.
· Shadow the Nurse for 10-15 minutes and the CoSESS for 10-15 minutes and provide feedback.  Also, upload an artifact for CoSESS (Schedule of upcoming IEP meetings)
	· Complete formative assessments for 5 teachers, the Nurse and CoSESS.

	· Communicate w/co-evaluator regarding CoSESS.

	Week 7 & 8

Jan. 28 – Feb. 1

Feb. 4 – Feb. 8 
	· Conduct unannounced observation of 10 teachers.
	· Complete formative assessments for 6 teachers and the AP.

	· Meet with AP to discuss the completion of 3 formative assessments by Feb 1.


After 8 weeks, the principal has conducted  47 observations (with feedback), completed 36 Formative Assessments, and uploaded artifacts for AP, Nurse, CoSESS and Grade 2 and Grade 3 teachers.
