
PRESENTER NOTES 
PLANNING FOR ASSESSMENT

This guide walks you through presenting Planning for Assessment. These are suggestions, so please use the materials 
as you see fit. This inservice includes PowerPoint slides and supporting materials

MATERIALS NEEDED:
•	 Presenter’s	PowerPoint	slides	(12)

•	 Optional	slide

•	 Projector	and	audio	equipment	

•	 Learning	Activity:	Assessment	Matrix

•	 Learning	Activity:	Lesson	Plan	with	Assessment

•	 Optional	Learning	Activity:	Team	Collaboration

•	 Tips	for	Teachers

•	 Tools	for	Supervisors

•	 Helpful	Resources

•	 Tools	for	Teachers

•	 Flip	chart	or	similar	and	markers	for	writing	 
participant ideas.

SLIDE 1: 
PLANNING FOR ASSESSMENT
Introductions:

•	 Begin	the	training	by	giving	participants	background	
information	on	yourself.

•	 Provide	an	opportunity	for	participants	to	introduce	
themselves	(e.g.,	where	they	are	working,	their	current	
role,	etc.).

•	 Discussion/Icebreaker:	Have	participants	talk	to	their	
neighbor	about	how	they	currently	conduct	assessments	
in	their	programs.	How	do	they	use	the	information	after	
completing assessments? 

Introduce topic:

•	 Planning	for	Assessment	focuses	specifically	on	
determining	when	and	how	to	collect	information	about	
children’s	knowledge	and	skills.	

NOTE
Remind	participants	that	any	record	of	child	progress	
(including	video,	work	samples	and	photographs)	must	be	
treated	consistent	with	their	program’s	record-keeping	policies,	
especially	in	regards	to	ensuring	appropriate	confidentiality	of	
information	[cf.	§	1304.51(g)	Record-keeping	systems].

BEFORE YOU BEGIN:
•	 The	purpose	of	this	presentation	is	to	help	participants	

plan	efficiently	for	conducting	ongoing	assessment	of	
children’s	learning	in	their	classroom.	

•	 This	is	one	in	a	series	of	inservices	on	Ongoing	Child	
Assessment.

•	 Participants	are	encouraged	to	share	examples	of	their	
current assessment practices.

•	 Learning	activities	offer	participants	opportunities	to	
practice developing assessment plans. 

•	 Presenters	may	want	to	bring	different	examples	of	
assessment plans to share with participants. 
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SLIDE 2: 
FRAMEWORK FOR EFFECTIVE PRACTICE 
Note:	Animated	slide.	Follow	each	click	1-4.

Review	NCQTL	framework	for	effective	practice:	

•	 The HOUSE	structure	supports	school	readiness	for	all	children.

•	 The	foundation	represents	effective	and	engaging	interactions	
and environments.

•	 The	pillars	represent	research-based	curricula	and	teaching	
practices and ongoing child assessment.

•	 The	roof	represents	highly	individualized	teaching	and	
learning.

•	 All	components	interact	with	each	other	and	are	essential	for	
effective	everyday	practice	for	all	children.

Let’s	look	at	how	Planning	for	Assessment	fits	into	the	Ongoing 
Child Assessment	pillar	of	the	HOUSE.

Planning	how	to	collect	information	about	children’s	knowledge	
and	skills	is	an	important	part	of	the	“Ongoing Child Assessment” 
component	of	the	HOUSE. Intentional and ongoing child assessment 
is	a	necessary	component	of	quality	teaching	and	learning.

DISCUSSION

Ask	participants	to	think	about:	“How	do	you	make	plans	to	collect	
information	about	all	the	children	in	all	areas	of	development	in	
order	to	inform	your	teaching?”

Record	the	participants’	thoughts	onto	the	paper.	

Possible responses might be:

•	 Planning	what	information	to	gather.

•	 Deciding	how	and	when	to	collect	information.

•	 Planning	how	to	collect	information	about	children’s	
knowledge	and	skills	is	an	important	part	of	the	“Ongoing	Child	
Assessment”	component	of	the	HOUSE. 

•	 Intentional and ongoing child assessment is a necessary 
component	of	quality	teaching	and	learning.

NOTE

The	recorded	thoughts	can	be	referred	to	at	the	end	of	the	session	
when	reviewing.	You	can	ask	participants	if	they	have	any	new	
thoughts to add. 

Emphasize that planning for 
assessment is just as important as 
planning for teaching-two pillars 
of the same house! 

EMPHASIZE
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SLIDE 3: 
VIDEO: PLANNING FOR ASSESSMENT 
Introduce video.

Let’s	take	a	few	minutes	to	hear	how	teachers	plan	for	assessment	in	
their classrooms.

PLAY VIDEO

DISCUSSION

Ask	participants	to	share	their	comments	about	the	video	clip.

SLIDE 4:  
PLANNING FOR ASSESSMENT 
Introduce	picture	and	context.

“Here	is	a	picture	of	two	teachers	planning	for	assessment.”	

Crystal	is	the	teacher	for	a	class	of	20	children:

•	 She	and	her	assistant	Ellen	go	over	the	lesson	plans	for	the	
coming	week,	and	talk	about	how	things	are	going	in	their	
classroom. 

•	 Crystal	and	Ellen	think	that	most	of	the	children	are	making	
good	progress,	but	there	might	be	some	children	whose	
learning	needs	further	attention.

•	 She	thinks	she	should	check	on	the	children’s	progress	in	
several areas this week. 

•	 As	Crystal	considers	the	areas	she	would	like	to	assess,	she	
becomes	concerned	that	she	might	not	have	time	to	gather	the	
information	she	needs	to	inform	instruction	and	communicate	
effectively	with	families	and	specialists.

DISCUSSION

Ask	participants	to	share	some	of	their	concerns	about	information	
gathering	(assessment).	

What	are	some	of	the	barriers	you	currently	experience	in	gathering	
assessment	information?	

NOTE
Record	responses	on	large	blank	paper.	The	recorded	thoughts	
can	be	referred	to	at	the	end	of	the	session	when	reviewing.	Ask	
the	participants	if	any	of	the	concerns	they	raised	were	addressed	
during the training. 

EMPHASIZE

In this inservice, we will consider 
how to plan for assessment in an 
organized and convenient way.
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SLIDE 5:  
PLANNING FOR ASSESSMENT 
As	you	plan	classroom	lessons,	it	is	helpful	to	also	plan	for	gathering	
information	about	children’s	learning.	There	are	several	questions	to	
consider	as	you	plan:

•	 What	areas	of	development	and	learning	are	you	focusing	on	in	
teaching? These are the same areas you should include in the 
ongoing	child	assessment	that	will	inform	your	instruction.	

•	 How	will	you	assess?	Think	about	which	assessment	strategy	
will	work	well	for	a	given	learning	goal.	Also	how	will	you	keep	
organized?	That	will	require	some	planning	too.

•	 When	is	the	best	time	to	gather	assessment	information?	
Plan	to	embed	assessment	in	ongoing	routines	and	activities	
throughout the day.

•	 Who	can	help	gather	assessment	information?	Plan	so	that	
everybody	on	the	teaching	team	may	assist.

SLIDE 6:  
PLANNING WHAT TO ASSESS 
Teaching teams plan what to assess in relation to the Head	Start	
Child	Development	and	Early	Learning	Framework	(HSCDELF) and all 
areas	of	their	program’s	curricula	and	assessment	instrument(s).	

Usually	teachers	begin	with	a	general	plan	for	assessment	for	the	
whole	class	for	the	entire	year	which	they	adjust	throughout	 
the year. 

Through	ongoing	child	assessment,	it	will	become	clear	which	
children	need	a	bit	of	extra	help	in	particular	areas	of	the	curriculum	
to stay on track. 

For	children	who	have	an	Individualized	Education	Program	(IEP)	or	
Behavior	Support	Plan	(BSP),	teaching	teams	will	be	collecting	data	
about	progress	toward	specific	goals	identified	in	the	IEP	or	BSP.	

NOTE 

Provide	examples	of	curricula	or	program	assessment	tools	that	are	
in	use	by	participating	programs,	if	known.	

OPTIONAL SLIDE

Show	the	optional	slide	between	Slides	6	and	7.

PPT
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SLIDE 7:  
PLANNING HOW TO ASSESS:  
GET ORGANIZED! 
Once	you	have	reviewed	the	Head	Start	Framework	and	your	
program’s	curricula	and	assessment	tools,	you	will	know	what	to	
assess.	Now	it	is	time	to	get	organized!

•	 Many	teaching	teams	use	a	chart	or	computer	program	to	
make	sure	they	remember	to	collect	progress	information	
about	each	child	in	each	domain	being	assessed.

•	 The	information	collected	must	be	stored	in	an	organized	
manner	to	be	of	use.	Use	computer	files	for	organization,	or	
plan	to	use	traditional	storage	systems	such	as	portfolios,	
notebooks,	folders	or	binders.

•	 Make	weekly	assessment	plans	at	the	same	time	that	you	
develop	your	weekly	lesson	plans.	Start	to	consider:	

 » How	will	the	teaching	team	collect	progress	information	
during upcoming activities? 

 » Will	you	collect	data	about	all	the	children	with	a	focus	on	
one domain during the week? 

 » Will	you	instead	gather	information	about	a	small	group	of	
children across domains? 

 » Or	does	your	teaching	team	have	another	way	of	organizing	 
collection	of	data?

DISCUSSION

Ask	participants	to	share	examples	of	their	own	practices	in	relation	
to	organizing	ongoing	assessment.	Provide	examples	of	successful	
organizational	methods	based	on	your	own	experiences	or	
information	your	participants	have	shared.	

HANDOUT

The materials that accompany this presentation include a tip sheet 
for	teachers	with	information	about	using	an	organizational	system	
to	be	sure	that	all	children	are	assessed	in	all	areas.	The	materials	
also include a visual reminder that teaching teams may use to 
organize	their	assessment	plans.	(Tools	for	Teachers:	Daily	Assessment	
Areas	Chart.)
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SLIDE 8:  
PLANNING HOW TO ASSESS:  
ASSESSMENT STRATEGIES
Once	you	have	determined	what	to	assess,	it	is	time	to	plan	which	
strategies	to	use	to	gather	“data”—the	information	you	need	to	
inform	your	instruction.	There	are	many	different	techniques	you	
can	use	to	incorporate	ongoing	assessment	into	your	classroom:

•	 If	you	are	assessing	children’s	progress	in	curriculum	content	
areas	where	descriptive	information	would	be	helpful,	plan	to	
collect	anecdotal	notes	of	what	children	do	or	say.	

•	 If	the	area	you	are	assessing	results	in	products	such	as	
drawings	or	constructions,	plan	to	collect	a	sample	or	photo	of	
the	children’s	work.

•	 If	you	want	to	keep	track	of	how	children	are	doing	at	learning	
specific	skills	or	the	level	of	assistance	children	need	to	be	
successful,	plan	to	use	a	checklist	to	collect	data.

•	 Finally,	if	you	need	information	about	how	children	engage	
in	interactive,	physical,	or	problem-solving	tasks,	you	
might	record	a	video.	Videos	are	useful	for	a	wide	variety	of	
assessment	tasks	as	they	allow	teaching	team	members	to	
review an entire classroom situation at a later time.

NOTE

If	applicable,	point	out	to	participants	that	this	series	of	modules	 
on ongoing child assessment includes inservices designed to 
provide	more	details	about	each	of	the	assessment	strategies	
mentioned here.



7

SLIDE 9:  
PLANNING WHEN TO ASSESS: 
ASSESSMENT MATRIX 
Describe	Assessment	Matrix.

In	planning	for	assessment,	teaching	teams	also	need	to	determine	
when	the	best	time	is	each	week	to	gather	information.

DISCUSSION

Ask	participants	to	share	examples	of	their	own	practices	in	relation	
to	planning	when	to	gather	assessment	information.	Provide	
examples	of	scheduling	assessment	tasks	based	on	your	own	
experiences	or	information	your	participants	have	shared.	

Let’s	take	a	look	at	this	slide	of	part	of	the	assessment	matrix	Crystal	
developed.	Remember	that	Crystal	was	worried	about	finding	time	
to	collect	ongoing	assessment	information	this	week:

•	 The	first	column	of	the	matrix	lists	activities	in	Crystal’s	daily	
schedule. 

•	 The	second	column	includes	areas	in	which	all	20	children	will	
be	assessed:

 » It addresses what	information	will	be	gathered,	how it will 
be	gathered,	who	will	gather	the	information	and	when it 
will	be	gathered.	

 » For	example,	during	free	play,	Crystal	will	use	a	checklist	to	
record	children’s	conversational	skills	while	her	assistant	
Ellen	collects	samples	of	children’s	early	writing.	Many	
teachers	find	it	practical	to	observe	and	collect	assessment	
information	as	children	play	in	centers.	

 » While	Crystal	leads	circle	time	activities,	Ellen	will	record	
video	clips	capturing	children’s	attention	and	participation.	

 » During snack time, adults will engage children in discussion 
with	questions	and	use	a	checklist	to	record	each	child’s	
counting skills. 

•	 The	additional	columns	of	the	matrix	focus	on	children	with	
specific learning goals.

Crystal’s	matrix	shows	how	her	team	plans	ahead	to	gather	progress	
information.	

EMPHASIZE
Data	can	be	collected	at	convenient	
times during everyday activities 
without disrupting the general flow  
of	the	day:

•	 Everyone	can	help!	One	member	of	
the team might lead a large group 
activity while another records data. 

•	 Each	teaching	team	determines	an	
assessment schedule that fits their 
classroom needs. 
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LEARNING ACTIVITY:  
LESSON PLAN WITH ASSESSMENT
•	 Provide	the	Learning	Activity:	Lesson	Plan	with	
Assessment	form	to	the	participants	and	review	the	
directions. 

•	 Participants	can	work	in	small	groups	or	individually.

•	 After	about	5-10	minutes	of	working	on	this	activity,	ask	
about	3	groups	or	individuals	to	share	with	the	group	
what	they	wrote	on	the	activity	form.

NOTE

That	there	is	a	blank	version	of	this	form	for	them	to	use	in	their	
own	classrooms.	If	the	participants’	current	lesson	plans	don’t	
integrate	this	information,	it	might	be	useful	to	add	the	blank	
form	to	their	lesson	plans.

LEARNING ACTIVITY:  
ASSESSMENT MATRIX
•	 Provide	the	Learning	Activity:	Assessment	Matrix	form	to	

the participants and review the directions. 

•	 Participants	can	work	in	small	groups	or	individually.

•	 After	about	5-10	minutes	of	working	on	this	activity,	ask	
about	3	groups	or	individuals	to	share	with	the	group	
what	they	wrote	on	the	activity	form.

•	 Note	to	the	participants	that	there	is	a	blank	version	of	
this	form	for	them	to	use	in	their	own	classrooms.	

•	 If	time	permits,	encourage	teams	to	start	working	on	
their	classroom	matrix.	

NOTE

While	Crystal	finds	an	assessment	matrix	useful	in	planning	for	
assessment,	some	teachers	prefer	to	include	an	assessment	
section within their lesson plans.
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SLIDE 10: 
VIDEO: IMPORTANCE OF PLANNING  
FOR ASSESSMENT
Introduce video.

This	is	a	short	video	clip	from	the	end	of	the	video	we	watched	
earlier	in	this	session.	We’ll	discuss	why	we’re	showing	it	again	once	
we’ve	seen	it.

PLAY VIDEO

DISCUSSION

Ask	participants	to	share	their	comments	about	the	message	of	this	
video	clip:

•	 When we saw it earlier how did it strike you?

•	 How	does	it	strike	you	now?
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SLIDE 11:  
PLANNING FOR ASSESSMENT 
Review	main	points.

Let’s	summarize	the	process	of	planning	for	assessment:

•	 Based upon your classroom curricula and assessment tools, 
determine	which	areas	of	development	and	learning	will	 
be	assessed.

•	 Decide	how	to	keep	organized	so	information	is	collected	
about	all	of	the	children	and	so	that	the	information	that	has	
been	gathered	is	easy	to	use.

•	 When	planning	how	to	assess	children’s	progress	in	curriculum	
content	areas,	select	effective	strategies	for	collecting	
information.

•	 Plan	to	gather	ongoing	child	assessment	information	at	
convenient times during ongoing classroom activities.

To	most	efficiently	gather	assessment	information,	plan	so	that	all	
members	of	the	teaching	team	may	assist.

HANDOUT

Distribute	handouts	if	not	distributed	during	presentation.

Based	on	participant	roles:

•	 Distribute	and	review	Tips	for	Teachers handout. This handout 
includes	a	few	suggested	formats	for	organizing	assessment	
information.	

•	 Distribute	and	review	Tools	for	Supervisors.	This	is	meant	for	
participants who are supervising programs or grantees.  
The Tools	for	Supervisors	will	be	useful	for	assisting	teachers	in	
making	plans	for	gathering	assessment	information.	

•	 Distribute	Helpful	Resources list and review key resources. 

•	 Distribute	and	review	the	Visual	Reminders:	Daily	Assessment	
Areas	Chart.	This	Visual	Reminder	can	be	used	in	the	classrooms	
to	help	remind	staff	about	gathering	assessment	information.
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SLIDE 12:  
CLOSING 
Thank	you	for	viewing	this	presentation	on	Planning	for	Assessment	
developed	by	the	National	Center	on	Quality	Teaching	and	Learning.	
Please	visit	our	website	for	more	resources	to	support	effective	
instructional practices in the classroom.

OPTIONAL SLIDE:  
PLANNING WHAT TO ASSESS
Suggested	placement	after	slide	6.

Introduce slide and discussion.

The	Head	Start	Child	Development	and	Early	Learning	Framework	
describes	important	developmental	building	blocks	for	children’s	
success. 

DISCUSSION

Let’s	pause	and	think	about	the	ways	in	which	you	already	plan	
ahead to assess how children are progressing in these domains. 
Please	take	a	moment	to	consider	how	you	currently	assess	for	one	
or	two	of	these	domains	in	your	classroom.	Jot	down	some	notes	to	
share with others.

NOTE

Participants	may	volunteer	to	share	examples	of	how	they	currently	
use ongoing assessment.



OPTIONAL  
LEARNING ACTIVITY:  
TEAM COLLABORATION

HANDOUT

Provide the Learning	Activity:	Team	Collaboration	form	to	the	
participants	and	review	the	directions:

•	 Participants should work with a partner.

DISCUSSION

After	about	15	minutes	of	working	on	this	activity,	ask	 
about	3	groups	or	individuals	to	share	their	explanations	with	
the group.

NOTE

This	activity	can	be	completed	at	any	time,	but	may	best	fit	
after	Slide	9.	When	doing	this	activity,	have	Slide	9	up	on	the	
screen	for	reference	for	the	participants.	
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