[School Letterhead]
	DATE
Dear X:
The chart below outlines in detail the timeline for your Improvement Plan.  This chart explains when each component is due.  

Timeline for Improvement Plan:
Plan starts: x
Plan ends: x

	Component
	Date and Time

	Goals and Action Steps Submitted
	9/16/14

	Improvement Plan begins
	9/19/14

	Announced Observation

	9/30/14 (1 required)

	Unannounced Observations
	Throughout the Improvement Plan cycle.  
(2 required total)

	Upload artifacts for Standards I, II, III, and IV 
	No later than (2 weeks before Formative)

	Formative Assessment
	11/21/14

	Formative Meeting
	TBD (not required)

	Announced Observation
	12/15/14 (1 required)

	Unannounced Observations
	Throughout the Improvement Plan cycle. 

	Upload artifacts for Standards I, II, III, and IV 
	 No later than (4 weeks before the Summative)

	Summative Evaluation
	1/16/15

	Summative Meeting
	TBD (Required.  Best practice: within 5 days of receiving summative.  Must be before the end of the school year.)




Sincerely,



XXXX
Principal












EVALUATOR NOTES: 
This is a resource for supporting you in informing the educator of the dates of his/her plan.  EDFS will send the official notification of these dates.  If you use this resource, please save a copy of this letter with the date delivered to the employee as part of your Principal/Headmaster documentation.

If any of these dates change significantly (more than a week) , the educator needs to be informed of the change in writing.  For a Formative, they must be notified at least 3 weeks and a day before the change.  For the Summative, they must be notified at least 5 weeks and a day before the change.

Remember, the subsequent plans are based on the Overall Summative Rating on the Improvement Plan according to the following:
Exemplary→ Self Directed Growth
Proficient → Self Directed Growth
Needs Improvement→ Directed Growth
Unsatisfactory → Principal must request dismissal.  Refer to OHC Guidance Document.
