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16. Identify two differences between formative and summative assessment. 
 
  _____________________________________________________________________ 
 
  _____________________________________________________________________ 
 
  _____________________________________________________________________ 
 
 
17. A balanced and coherent system of assessment includes classroom, common, benchmark, and 

external assessments.  Explain how the frequency varies for each category. 
 
  _____________________________________________________________________ 
 
  _____________________________________________________________________ 
 
  _____________________________________________________________________ 
 
 
18. What is the best way to determine whether an assessment is formative or summative? 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 
19. Three rules of using data in a PLC are that the data be 1) easily accessible, 2) purposely arranged, 

and 3) publicly discussed.  Which of these is most important and why? 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 
20. Teacher-developed common assessments not only improve student achievement but they also 

promote a teacher’s professional development.  Why is this true? 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
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21. Please write a one (1)-page essay answering the following:   
 What will be the effect on student achievement if we implement a system of common formative 

assessments in our school? 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
 
 _______________________________________________________________________ 
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Test Plan 
Common Assessments 

 
 
Purpose of the Unit: 
 
Learn how to write a quality common assessment. 
 
Objectives (standards) of the Unit: 
 

CA-1 Teachers will understand the impact of a balanced and coherent system of assessment on 
student learning. 

 
CA-2 Teachers will understand the purposes of assessment in a continuum ranging from most 

formative to most summative. 
 
CA-3 Teachers will learn how to match learning objectives with the most appropriate methods of 

assessment. 
 
CA-4 Teachers will learn how to design and construct a test plan based upon a specific learning 

objective. 
 
 
Test plan of the Unit: 
 

Learning Target 
Item 

Numbers 
# of 
items 

# of  
points 

CA-1 Teachers will understand the impact of a balanced and 
coherent system of assessment on student learning. 

 

 

  

CA-2 Teachers will understand the purposes of assessment in a 
continuum ranging from most formative to most 
summative. 

 

 

  

CA-3 Teachers will learn how to match learning objectives with 
the most appropriate methods of assessment. 

 

 

  

CA-4 Teachers will learn how to design and construct a test 
plan based upon a specific learning objective. 

 

 

  
 

2004, R. Stiggins.   Assessment Training Institute.  Permission granted for use in training or classroom. 
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It Depends on the 
Time of the Day

What do a package courier, water inspector, and 
copier repairman tell us about the importance 
of the sharing of teachers’ craft knowledge in a 
professional learning community?
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Scott Thurm recounts a conversation he had with a package 
delivery courier in the elevator of a large, multi-story build-
ing in downtown San Francisco. He asked the courier if it 
was “…more efficient to start at the top of the building and 
work down or start at the bottom of the building and work 
up?” The courier replied, “It depends on the time of day.” 

The courier had learned some useful information about the 
elevator patterns of the office building. That knowledge—
unique to his particular assignment— was learned through 
repeated attempts to be more effective and efficient. Thurm 
wondered, “What would happen when the courier moved 
to a different route? Would the next courier have the same 
knowledge about the elevators? If not, how long would it 
take to learn the same information? Would the productiv-
ity of the package delivery company decline until his suc-
cessor learned the same lessons?”

Thurm tells another story about water inspectors in 
London. Managers sought to improve efficiency by giving 
the inspectors handheld computers and allowing them to 
take their trucks home thus eliminating the need to gather 
each morning at a central dispatch office. The expectation 

was that the new system would save time and increase ef-
ficiency, but it turned out the dispatch office was far more 
than a place for the inspectors to “change clothes and pick 
up their trucks.” The dispatch office was actually a place for 
colleagues to share information and learn vital “tricks of the 
trade.” As Thurm explained, “The need of the inspectors to 
meet and share their ideas was so great that they began to 
meet on their own at a local restaurant; jotting down tips, 
solutions, and new ideas in a notebook they stashed behind 
the lunch counter to be referenced at a later date.”

Similarly, Thurm described how a major company was at-
tempting to increase the efficiency of the technicians who 
repaired their copiers. Despite the fact that the company 
supplied each technician with intensive training and a 
detailed reference manual, the technicians found they 
relied more on practical tips gleaned from talking with 
one another about solutions. The expected increase in 
productivity did not materialize until the company began 
using hand held radios to allow the copier technicians to 
confer with each other when they were working on repair 
jobs. Through their conversations, technicians were able to 
benefit from the collective experience of others.
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During the course of a career spanning more than 30 years, 
Dr. Tom W. Many has served as a classroom teacher, prin-
cipal and superintendent—all at the elementary level. 

Thurm’s stories of the package courier, water inspector, 
and copier repairman provide the context for one of our 
most challenging problems: How can principals encourage 
the collaborative sharing of craft knowledge between and 
among teachers?

“Norms of isolation are replaced with norms of 
collaboration.” (Thomas Sergiovanni, Strengthening the 
Heartbeat, p.119)

In the best schools, teachers learn from one another, yet 
most schools are not structured in ways that allow experi-
enced teachers to pass on their craft knowledge to begin-
ning teachers. Likewise, there are few mechanisms in which 
beginning teachers can share new and innovative ideas they 
have learned with veteran colleagues. In ways that are not 
unlike the package courier, water inspectors, and copier re-
pairmen, many teachers struggle with finding opportunities 
to share their craft knowledge in meaningful ways.

Too many teachers work in schools in which extreme 
isolation is the rule rather than the exception. Sergio-
vanni described this when he observed, “In most schools 
teaching is regarded as an individual act. Thirty teachers 
working in the same school are thought of as a collec-
tion of 30 individual practices.” Or as DuFour has labeled 
this phenomenon, “a group of independent contractors 
united by a single parking lot.” (Thomas Sergiovanni, 
Strengthening the Heartbeat, p.117)

Such conditions would certainly create questions Thurm 
could relate to: How do teachers share important informa-
tion about teaching and learning with one another? When 
and where do teachers learn how to improve their craft? 
Should the acquisition of such knowledge be left to chance 
or was there a more conscious way to pass along what 
teachers have learned? The answer to these questions lies 
in creating schools that support collaborative teams as the 
fundamental work group for teachers.

Over time, our most tenured teachers acquire craft knowl-
edge that is invaluable in helping all students learn. Teach-
ers build on their craft knowledge every day as they reflect 
on the success or failure of each lesson. In the lonely world 
of traditional schools, most teachers are left to determine 
the relative success of their daily work by themselves, and 
as a result, rely on two equally weighted criteria that are 
typically asked while engaged in RWWOTD (Reflection 
While Walking out the Door). First, were my students 
engaged? And second, did I finish the lesson? If one or 
both of the answers is yes, the lesson is generally regarded 
as a success. The reality is that while students may have 
been engaged and the teacher may have finished the lesson, 
learning may or may not have been the result. 

In contrast, schools working as professional learning com-
munities encourage collaborative teacher teams to meet 
together regularly to determine the effectiveness of their 
instruction. These teams work to reach agreement on es-
sential outcomes, reflect on the results of common assess-
ments, make adjustments to their instruction, and develop 
systematic interventions for students who need more time 
and support. Teachers in professional learning communi-
ties “share their best practices, successful approaches, fail-
ures – which sometimes teach more than successes – and 
even more new ideas.” (Thomas Sergiovanni, Strengthening 
the Heartbeat, p.138.) 

“Learning Communities have faith in the craft knowledge 
and wisdom of those closest to the classroom.” (Thomas 
Sergiovanni, Strengthening the Heartbeat, p.131)

The insights a teacher gains about student learning are 
typically the result of reflecting on their experiences, but 
in traditional schools most teachers engage in this reflec-
tion by themselves. It’s only by working on collaborative 
teams that teachers can overcome the extreme isolation so 
prevalent in traditional schools, maximize their own learn-
ing and positively impact student learning as a result. The 
value of the craft knowledge shared between and among 
teachers while working in collaborative teams is priceless.

Like the package courier who found ways to manage the office 
building elevators to make his work productive and efficient, 
individual teachers learn from each lesson and successful 
schools understand that they cannot afford to leave the shar-
ing of that craft knowledge to chance. The challenge for prin-
cipals is to create collaborative communities of practice where 
teachers can engage in the intentional sharing of the results 
of their practice and find ways to meet, share, and collectively 
build on their craft knowledge together. 

References
Sergiovanni, T. (2005). Strengthening the heartbeat. Jossey-

Bass: San Francisco, CA.
Thurm, S. (2006, January 23). “Companies struggle to pass 

on knowledge that workers acquire.” Wall Street Journal.
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Make Time for Collaboration
Best Practices/Tom W. Many, Ed.D.

“You will never “!nd” time for anything. If you want time, you must make it.”
                  -Charles Bruxton

"e consensus is clear: One of the critical conditions 
for the development of collaborative cultures is des-
ignated and protected time for teachers to meet and 
collaborate during the regular school day. As Raywid 
says, “Collaborative time for teachers to undertake and 
sustain school improvement may be more important 
than equipment, facilities, or even sta# development.” 

Principals o$en ask, “How will we !nd the time to 
collaborate?” "e answer is that we won’t !nd the 
time. "e reality is that we already have the time, 
and if principals want more time for teachers to col-
laborate, they must make time by changing the daily 
schedule and routine of their school. 

Long ago, principals acknowledged that there is never 
enough time to do everything we want to accomplish, 
but as Kruse observed, “Principals forge the conditions 
that give rise to the growth of professional learning 
communities in schools.” Principals can create more 
collaborative cultures by changing the structure of the 
day and by making collaboration a priority. Watts and 
Castle have identi!ed !ve strategies principals can use 
to make more time for collaboration:

1. Free up time
Creating more time for teachers to collaborate can be 
accomplished by “freeing up” some of the teachers’ 
time spent on routine duties. "e existing daily sched-
ule does not change; instead, teachers are temporarily 
relieved from regular duties to collaborate on special 
projects or at designated times during the school 
year. To accomplish this, another teacher, administra-
tor, instructional aide or even a volunteer covers a 
teacher’s classroom.  

"e bene!t of this strategy is that it does not disrupt 
the existing routines of a school. "e disadvantages, 
however, are that this approach is typically only a 
temporary solution and is not systematic or school-
wide. Freeing up time in this manner does little to 
ensure a long-term commitment to creating a more 
collaborative culture in a school.

2. Purchase time
A second strategy for making time available is simply 
to purchase more time for collaboration. Schools 
o$en release teachers through substitutes or pay for 
summer writing projects. Some schools have found 
success by paying teachers to attend Saturday work 
sessions. One caution is that this approach removes 
teachers from the classroom and, universally, teach-
ers feel guilty about being away from their students. 

Further, while some teachers welcome an opportunity 
to work together in the summer or on a Saturday, 
many others have busy personal schedules and other 
commitments that con%ict with Saturday or summer 
work schedules. 

In these tough economic times, purchasing time can 
be a !scal challenge, but purchasing time for collabo-
ration can work so long as there are funds to support 
the practice. "is strategy is o$en used for ad hoc 
committees, one-time events or speci!c projects, but 
it does not promote long-term solutions to the chal-
lenge of providing more time for collaboration.

3. Restructure or reschedule time
It can be complicated to reschedule or restructure 
time, but doing so yields lasting changes that are more 
comprehensive and systematic. Common strategies 
for this approach involve banking time or scheduling 
late arrival or early release days that alter the tradi-
tional calendar, school day and/or teaching schedule. 

Restructured or rescheduled time has some obvi-
ous advantages over purchasing time, but there are 
problems nonetheless. "e disadvantage of this ap-
proach is that students are typically not on campus 
or in session during the restructured or rescheduled 
time, which con%icts with community expectations 
that students be in school. "us, creating time for 
teachers to work together while students are not on 
campus creates a public relations problem for the 
building principal. Communicating with the com-
munity about the rationale for such a change is an 
additional burden that must be considered when 
using this time-making strategy.

4. Make better use of existing time
In an e#ort to identify ways to better use time, some 
schools are conducting time studies and asking teach-
ers to track how they use the time that already exists 
in their school day. For example, making better use of 
time allows faculty meetings to shi$ from forums for 
long and exhausting verbal memos to more oppor-
tunities for real and re%ective collaboration among 
teachers. As teachers move through the various stages 
of PLC implementation, the use of time shi$s. Teach-
ers !nd they need less time learning about the work 
and more time working on the work. 

"is approach to making more time for collaboration 
can have a lasting impact on the culture of a school. 
As teachers examine the current reality of the way 
time is used, they confront a host of issues related to 
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It started right after the National Anthem. The field an-
nouncer explained that the Red Sox took great pride in 
Fenway’s Code of Conduct. He reminded us that everyone 
was responsible for adhering to the nine items listed on the 
lineup card and following the ‘ground rules’ was essential 
to a successful experience. In a big booming, yet welcom-
ing voice he began, “Ladies and Gentleman, here is your 
lineup card for tonight’s game.”

Leading off, please avoid balls in play.
Second, never trespass onto the field.
Third, drink responsibly.
In the clean-up spot, help keep Fenway Park 
clean.
Fifth, watch your language.
Sixth, respect all other fans.
Seventh, keep cell phone conversations private.
Eighth, sit only in your own seats.
And in the ninth spot, do not smoke in Fenway 
Park.

The Announcer continued, “Violators are subject to ejec-
tion and other penalties. If someone 

is detracting from your enjoyment 
of the game, please call the secu-
rity hotline number printed on 
the back of your ticket. On behalf 

of the Red Sox and our fans, we 
thank you for observing Fenway’s 

Code of Conduct.”

At that moment, we thought to 
ourselves, “WOW, Fenway 

Park has NORMS!” As we 
reflected on the message of 
Fenway’s Code of Conduct, 

it became clear that the 

Best Practices/Tom W. Many, Ed.D., and Susan K. Sparks

Take Me Out to the Ball Game!
Announcer was promoting a positive experience by de-
scribing certain behaviors that were expected. The expecta-
tions were clear and explicitly stated—a positive experience 
was not left to chance. 

It is the same in schools. Teams that achieve results are 
focused on the right work—they are clear about what is im-
portant—but they are also clear about how they work. These 
teams set explicit norms that describe exactly how they will 
work together so that just like Fenway Park, the success of a 
team’s collaborative experience is not left to chance. 

Explicit Norms Promote Success
As facilitators and trainers of collaborative teams, what 
the Announcer had done caught our attention. In schools, 
Fenway’s ‘Code of Conduct’ is called norms and represents 
the “ground rules or habits that govern a group.” (Goleman, 
2002) Some schools call norms “the standards of behavior 
by which we agree to operate while on this team.” Others 
like Kegan and Lahey describe norms as “commitments 
and public agreements among members of a team.” Anyway 
you define them, norms are meant to enhance productivity, 
promote collaboration, and create the environment for a suc-
cessful experience among adults in the school. 

There are lots of resources that describe how to write team 
norms. There are even lists of recommended topics teams 
should consider. It is an accepted practice that teams 
should have norms but even on the best teams, a list of 
norms is just another list unless teams are willing to rein-
force their norms and confront behaviors that violate ex-
pectations. At Fenway, the management clearly stated that 
violators risked being ejected from the game. In schools, we 
do not ‘eject’ colleagues from team meetings but effective 
teams enhance their effectiveness by regularly reviewing, 
revisiting, and reinforcing team norms. 
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Review, Revisit, and Reinforce Team Norms
Strike Three! It was top of the fourth inning and suddenly 
the most popular Red Sox players were on the scoreboard 
reminding fans of Fenway’s Code of Conduct. In articulate 
and credible voices, one player after another came on the big 
screen and restated an item from the Code of Conduct. Not 
only did the Red Sox have norms, they reinforced their norms! 

Teams should be careful not to spend too much time on 
“how” they work together—it is better to focus on the 
work—however, it is imperative that teams regularly revisit, 
review, and reinforce the values and commitments made to 
the team and each other. Reinforcing norms does not have 
to be complicated but it is important to understand that 
once norms have been created, teams must reinforce their 
norms. Here are a few simple strategies.

Storytelling: One strategy works well at the start of a new 
school year or when a visitor attends a team meeting. A 
“storyteller” provides an overview of the team norms. When 
he or she is finished, others add their own comments or 
describe which team norms were most important to them 
and why. This simple activity reinforces shared expectations 
and reminds team members of how they want to work with 
one another.

Artifact Hunt: In this strategy, team members are asked to 
share an example of a norm in action. Teams use a chart to 
capture the examples and ask themselves if there were any 
norms they did not have evidence of? What would the evi-
dence look like if they had it?

Elevator Ride: At the beginning of a meeting, the team co-
creates a one or two minute presentation on the strengths 
of the team and what behaviors contribute to the team’s 
effectiveness. The presentation must be succinct—short 
enough that you could present it on a short elevator ride!

Tools: There are a number of reproducible culture and 
effectiveness surveys available online (www.allthingsplc.
info). Many teams commit to using the same survey two to 
three times per year to gather data on the effectiveness of 
their team norms.

Intentional Feedback Loops: Some teams remind one 
another of their norms by engaging in quick, quarterly 
reviews during which each team member is asked to rate 
which norms the team excels at and which ones need at-
tention. Other teams complete Plus/Delta charts or ask 
principals to observe team meetings and provide feedback 
on how teams are doing with their norms. 

While all of these strategies help to keep norms meaningful, 
it is imperative that teams pause from time to time through-
out the school year and reflect on 1) what they have been 
doing that the team should do more of, 2) what they have 
been doing that the team should do less of, and 3) what new 
norms should be created to improve the team’s effectiveness. 

Explicit Norms Promote Success
Whether at the ballpark or in the schoolhouse, explicit 
norms promote a successful experience. Just as Fenway’s 
Code of Conduct was explicitly stated and reinforced, it is 
crucial that principals not overlook the importance of teams 
developing and reinforcing explicit norms to guide their 
work together. Play Ball!

Dr. Tom Many is an author and consultant. His career in 
education spans more than 30 years. 

Susan K. Sparks is an educational consultant based in 
Broomfield, Colorado. She helps teams and districts
develop more successful schools through facilitation, training 
and coaching.
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During the course of a career spanning more than 30 
years, Dr. Tom W. Many has served as a classroom 
teacher, principal and superintendent—all at the 
elementary level. 

the school’s mission, vision, values, and goals. How 
time is used in school says a lot about a school’s pur-
pose and priorities.

5. Schedule common planning time
Common planning time is designated and protected 
time for teachers to work with their colleagues. "e 
idea of planning time is not new, but the creation of 
common planning time typically requires changes to 
the daily schedule. Schools can arrange schedules in 
three ways: according to tradition (adult centered), to 
facilitate instruction (teaching centered), or to facilitate 
collaboration (learning centered). "e question for 
principals is “Why is the schedule the way it is?”

In some schools, the schedule has not changed in 
years. Further examination may show that unchang-
ing schedules are based on unspoken norms such as 
the most senior teacher gets the last hour free or the 
teacher with the longest morning commute always 
has !rst period open in case he or she encounters 
tra&c delays. "ese schedules are organized around 
adult convenience and almost never generate more 
time for collaboration.

Likewise, schedules can be arranged in ways that 
facilitate the delivery of instruction. For example, an 
art teacher may demand that all the !rst-grade class-
rooms be scheduled consecutively or that PE classes 
be scheduled back-to-back so the equipment and 
materials do not have to be exchanged between peri-
ods. A schedule organized in this way places a high 
priority on the logistics of teaching and does little to 
promote more time for meaningful collaboration. 

Alternately, a schedule may be designed such that all 
teachers from the same class, course, or grade level 
are available to meet at the same time. Common plan-
ning time, as a strategy to create more time for teach-
ers, works best when teachers from the same grade 
level or department meet with the clear intention 
to use the planning time for collaboration. In these 
schools, time for collaboration – in direct support of 
student learning - is the most important consider-
ation when building a schedule. 

Nearly 30 years ago Schlecty observed, “"e one com-
modity teachers and administrators say they do not 
have enough of, even more than money, is time: time 
to teach, time to converse, time to think, time to plan, 
time to talk, even time to go to the restroom or have 
a cup of co#ee. Time is indeed precious in school.” 
Schlecty (1990) In a professional learning community, 
a teacher’s role shi$s from working in isolation to 
working in collaboration with others. As a teacher’s 
role changes, so must the way the teacher uses time. 

"ere is no closet in which schools store extra time or 
secret desk drawer holding a stash of re%ective mo-
ments. Simply put, because we are never going to !nd 
more time, if we want to ensure that teachers work in 
teams we have to make time for collaboration. 

Attack of the sticky notes?
Get a new system.
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