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Teach Point Forms and Process
Below is a list of the forms that are available in Teach Point and a description of how we will use each of them.

• Educator Plan Form
o Opened and shared by the person being evaluated.
o This form will be used to document the self-assessment and goal setting process.
o Upon finalization of the plan between educator and evaluator, both parties will electronically sign this plan.
o Changes will not be made to this plan.
o Evidence will not be uploaded to this plan.
o In the event that the educator and evaluator agree that changes need to be made (such as adding

action steps or adjusting timelines), said changes will be documented in the “Progress Towards Goal”
section of the Summative Evaluation Report Form by adding an attachment.

• Educator Response Form
o Opened and shared by the person being evaluated.
o The educator will use this form to formally respond (if they choose) to their Formative or Summative

Evaluation Report Form after it is completed and electronically signed by the evaluator.
• Note

o Opened and shared by the evaluator
o This note can be used to provide feedback to the educator that is related to

behaviors/practices/accomplishments outside of the observed classroom setting.
• Observation Form – Unannounced

o Opened and shared by the evaluator.
o This form will be used to document an unannounced observation.
o This form will be used to provide the educator with written feedback based on the observations made

during an unannounced observation.
• Pre-Observation Form – Announced

o Opened and shared by the evaluator.
o Prior to an announced observation, the educator will complete this form and attach to it any related

materials such as a lesson plan, rubric, assessment, and/or instructional materials.
• Observation Form – Announced

o Opened and shared by the evaluator.
o This form will be used to document an announced observation.
o This form will be used to provide the educator with written feedback based on the observations made

during an announced observation.
• Formative Evaluation Report Form

o Opened and shared by the evaluator.
o This form will be used by the evaluator to provide the educator with formative written feedback

and ratings (if required) about his/her progress towards attaining the goals set forth in the Educator Plan
and/or his/her performance related to the Performance Standards

o Evidence will not be uploaded to this form
● Summative Evaluation Report Form

o Opened and shared by the evaluator.
o This form will be sued by the evaluator to provide the educator with summative written feedback

and ratings about his/her progress towards attaining the goals set forth in the Educator Plan and his/her performance
related to the Performance Standards.

o Throughout the evaluation cycle, the evaluator and educator will upload evidence related to
the attainment of goals and the performance standards to this form.
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