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REPRODUCIBLE

Analyzing Common Formative Assessment Data Protocol
Teams meet as soon as possible after they’ve given a common formative assessment so that they can quickly 
respond to what they learn about their students by analyzing the data. While many teams are used to analyz-
ing the results of summative assessments, they will find the process changes when they work with formative 
data. This protocol outlines the general approach to analyzing results from a common formative assessment. 
Instead of looking at a number that represents all the points a student has been awarded for correct answers 
on a traditional test, a team will look at each individually assessed learning target. A student may be proficient 
on one target but not another, and if the targets are both essential, the team will still need to respond. This 
protocol lays out what that analysis should look like.

Steps Time Frame and Facilitator Notes

1. Set the stage (introduction).

 y Establish the purpose of the meeting.

 y Review norms (focusing on data norms).

Two minutes

2. Review the assessment’s focus.

 y Identify the essential standards and specific learning 
targets you assessed and which questions are designed 
to assess each of them. If appropriate, discuss prior 
instruction.

 y Review the expectations for proficiency (such as two out 
of three correct on a multiple-choice assessment, a level 
3 on the rubric, and so on).

 y Discuss any questions members had when they scored 
student work.

Two minutes

3.  Discuss the data, and determine patterns in student 
misconceptions and errors.

 y Look at overall results, noting strengths and areas of 
weakness by learning target. 

 y For each learning target, identify specific students 
needing additional time and support.

 y Once the team identifies the students who need help, 
regroup them by specific need (for example, students 
who made a calculation error versus students who chose 
the wrong solution pathway).

Ten minutes

Be careful to do this step one essential 
learning target at a time.

4. Determine instructional responses.

 y Decide whether teachers will develop small groups for 
reteaching or they will use a re-engagement lesson with 
the whole class.

 y Have each teacher share his or her original instructional 
strategy so that the team can see if one strategy worked 
better for certain students.

 y For each target and for each mistake or misconception, 
develop a plan to help students move ahead on their 
learning of that target.

 y If necessary, go back to best-practice information about 
how to teach the concept or about what strategies 
work best for struggling students. Consult instructional 
coaches or specialists if necessary.

Ten to fifteen minutes

Make sure that all team members have the 
same understanding of what this will look 
like. This is your action plan and should 
include timelines as appropriate.
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5.  Identify or develop the items that teachers will use to 
monitor whether students met the learning target after 
receiving support.

 y Provide information about which students still need help 
with this learning target.

 y Discuss any implications for instructional strategies or 
curriculum adjustments teachers should emphasize.

Five to ten minutes

Note the reassessment may be done 
orally or may be a version of the original 
assessment.

6.  Discuss any learnings or insights related to the future work 
of the team.

 y Examine any implications for the team’s professional 
practice gained from the analysis, including the need to 
adjust or revise the curriculum or assessment (such as 
pacing, assessment items, and so on), to identify effec-
tive or ineffective instructional strategies, or to identify 
strategies to support or extend learning for students.

Two to five minutes

Source: Adapted from Bailey, K., & Jakicic, C. (2017). Simplifying common assessment: A guide for Professional Learning 
Communities at Work. Bloomington, IN: Solution Tree Press.
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