
Weekly Data Meeting Rubric

Rubric Row (4)
 Advanced

(3)
 Proficient

(2)
 Developing

(1)
 Underdeveloped

1. HIGH
 LEVERAGE ACTION STEP
 The leader correctly names the highest 
leverage error and the conceptual 
misunderstanding

a. HIGH LEVERAGE: The error and misunderstanding 
identified are the highest leverage
 b. OR if this is a Common Assessment the Standard 
identified is the highest leverage

a. HIGH LEVERAGE: The error and misunderstanding 
identified represents a high leverage gap to fix OR if 
this is a Common Assessment the Standard identifies a 
high leverage gap

a. HIGH LEVERAGE: The error and misunderstanding 
identified does not represent the highest leverage gap 
to fix either because it is heavily procedure-based 
without fixing an underlying conceptual 
misunderstanding or because it does not represent the 
critical mass of error
 OR if this is a Common Assessment the identified 
Standard is not the highest leverage

a. HIGH LEVERAGE: No key error/misunderstanding is 
identified OR if this is a Common Assessment a 
Standard is not identified

2. PREPARATION
 The leader of the weekly data meeting 
requires participants and him/herself to do 
pre-work to ensure success

a. DATA ANALYSIS FOCUS: The leader has identified 
the highest leverage focus (e.g., question, rubric strand) 
for analysis based on analyzing the standard, scripting 
or reviewing an exemplar and reviewing student work
 b. EVIDENCE OF LEADER PROCESS: The leader 
has a) scripted an exemplar, b) identified student 
exemplars and gap work), c) has pertinent resources 
and d) meeting roles, timer, and charting materials. The 
leader has all documents prepared for the meeting
 c. EVIDENCE OF PARTICIPANT PROCESS: The 
participant has documents and/or materials ready – a) 
teacher exemplar for the focus DOL, b) student 
exemplar (High), c) student work (Med and Low) and d) 
upcoming lesson plans– indicating norms for an 
established process and expectation

a. DATA ANALYSIS FOCUS: The leader has identified 
a high leverage focus (e.g., question, rubric strand) for 
analysis that may be based on analyzing the standard, 
scripting or reviewing an exemplar, and reviewing 
student work
 b. EVIDENCE OF LEADER PROCESS: The leader 
has taken at least 3 of the following 5 steps to prepare: 
a) scripted an exemplar, b) identified student exemplars 
and gap work, c) has pertinent resources and d) 
meeting roles, timer, and charting materials. The leader 
has all documents prepared for the meeting
 c. EVIDENCE OF PARTICIPANT PROCESS: The 
participant has evidence of the 3 following documents 
and/or materials ready – a) student exemplar (High), b) 
student work (Med and Low) and c) upcoming lesson 
plans– indicating norms for an established process and 
expectation

a. DATA ANALYSIS: The leader has identified a low 
leverage focus (e.g., question, rubric strand) for 
analysis
 b. EVIDENCE OF LEADER PROCESS: The leader 
has taken at least 2 of the following 5 steps to prepare: 
a) scripted an exemplar, b) identified student exemplars 
and gap work), c) has pertinent resources and d) 
meeting roles, timer, and charting materials. The leader 
has documents prepared for the meeting
 c. EVIDENCE OF PARTICIPANT PROCESS: The 
participant has evidence of at least 2 of the 4 following 
documents and/or materials ready – a) teacher 
exemplar for the focus DOL, b) student exemplar 
(High), c) student work (Med and Low) and d) upcoming 
lesson plans– indicating norms for an established 
process and expectation

a. DATA ANALYSIS: The leader has not identified a 
focus for analysis
 b. EVIDENCE OF LEADER PROCESS: The leader 
has taken 1 or none of the following steps to prepare: a) 
scripted an exemplar, b) identified student exemplars 
and gap work, c) has pertinent resources and d) 
meeting roles, timer, and charting materials. The leader 
does not have documents prepared for the meeting.
 c. EVIDENCE OF PARTICIPANT PROCESS: The 
participant has between 0 to 1 of the following 
documents and/or materials ready – a) teacher 
exemplar for the focus DOL, b) student exemplar 
(High), c) student work (Med and Low) and d) upcoming 
lesson plans– indicating norms for an established 
process and expectation

3. SEE IT – UNPACK THE STANDARD:
 The leader leads the group in naming 
what students have to know and be able to 
do to show mastery of the standard

a. UNPACK THE STANDARD: The leader identifies the 
“know”:
 ● Prompts participants to define what a student would 
have to know or be able to do to show mastery of the 
standard in precise and specific ways.
 ● Has someone write down or chart these criteria for 
reference throughout the conversation.

a. UNPACK THE STANDARD: The leader prompts 
participants to define what a student would have to 
know or be able to do to show mastery of the standard

a. UNPACK THE STANDARD: The leader identifies the 
standard but does not prompt participants to define 
what a student would have to know or be able to do to 
show mastery. OR the breakdown of the standard is a 
repetition of the language of the original standard.

a. UNPACK THE STANDARD: The leader does not 
reference the standard.

4. SEE IT - SUCCESS & EXEMPLAR:
 The leader leads the group in naming the 
keys to an ideal answer and connects 
components to the interpretation of the 
standard

a. SEE PAST SUCCESS: The leader connects 
authentic, data-based praise to last week’s academic 
goals already met and provides an authentic moment 
for reflection.
 b. SEE THE EXEMPLAR: The leader identifies the 
“show”:
 ● Efficiently leads participants through unpacking the 
student exemplar
 ● Helps participants isolate the specific key 
skills/characteristics the ideal answer should include to 
show conceptual understanding of the standard
 ● Connects exemplar to interpretation of the standard

a. SEE PAST SUCCESS: The leader connects praise 
to academic goals already met connected to prior 
weekly data meetings.
 b. SEE THE EXEMPLAR: The leader
 ● Leads participants through unpacking the student 
exemplar
 ● Helps participants isolate the specific key 
skills/characteristics the ideal answer should include to 
show conceptual understanding of the standard

a. SEE PAST SUCCESS: The leader provides praise 
that is not connected to any academic goals.
 b. SEE THE EXEMPLAR: The leader does not get 
participants to isolate the specific key skills/ 
characteristics the ideal answer should include to show 
conceptual understanding of the standard

a. SEE PAST SUCCESS: The leader does not begin 
with any praise.
 b. SEE THE EXEMPLAR: The leader does not start 
with a teacher or student exemplar

5. SEE IT/NAME IT
 The leader is able to facilitate participants 
to see and name a conceptual gap

a. IDENTIFY THE GAP: The leader asks targeted 
probing questions of the student work samples that 
allow participants to see the conceptual and procedural 
gap(s)
 b. MODEL ANALYSIS: When necessary, the leader 
models expert analysis to illuminate the gap. The leader 
follows up his/her analysis with questions that prompt 
the group to reflect on the moves the leader made
 c. NAME THE ERROR: The leader prompts 
participants to clearly and concisely name the precise 
student error and conceptual misunderstanding before 
planning the re-teach. The leader punches the error for 
the group by restating and charting the error
 d. EFFICIENCY: The leader tightly sets and manages 
time limits, including using timers, to ensure the 
meeting meets goals within designated time

a. IDENTIFY THE GAP: The leader asks probing 
questions of the student work samples allow 
participants to see conceptual and/or procedural gap(s).
 b. MODEL ANALYSIS: When necessary, the leader 
models expert analysis to illuminate the gap
 c. NAME THE ERROR: The leader prompts 
participants to name the precise student error before 
planning the re-teach
 d. EFFICIENCY: The leader manages time limits to 
ensure the meeting meets goals within designated time

a. IDENTIFY THE GAP: The leader asks probing 
questions of the student work samples but the 
questions do not allow participants to effectively 
analyze the highest leverage student 
misconceptions/errors, the gaps that affect the most 
students, or the gap identified is procedural.
 b. MODEL ANALYSIS: The leader does not model 
analysis OR the leader’s analysis does not allow the 
group to see a specific gap
 c. NAME THE ERROR: The participants struggle to 
describe the error and the related conceptual 
misunderstanding evident in the error before planning 
the re-teach OR the participants do not name a precise 
error
 d. EFFICIENCY: The leader struggles to set or manage 
time limits to ensure the meeting meets goals within 
designated time

a. IDENTIFY THE GAP: The leader asks probing 
questions that might be confusing or not focused on the 
highest leverage student errors, and does not get to the 
gap
 b. MODEL ANALYSIS: The leader does not model 
analysis
 c. NAME THE ERROR: The participants do not name a 
specific error
 d. EFFICIENCY: The leader does not use any time 
limits or tools to ensure the meeting meets goals within 
efficient time



6. DO IT – PLAN & PRACTICE 
RETEACH:
The leader leads the group into planning a 
re-teach lesson

a. EXEMPLAR: The leader leads the group in scripting 
an exemplar for the next applicable 
problem/question/prompt. The leader ensures the 
exemplar addresses the conceptual error
 b. LESSON PLAN: The leader works directly with the 
participants on revising an upcoming lesson plan OR if 
no lesson plan exists, leads the group in selecting a re-
teach structure: modeling or guided discourse.
 c. ERROR-DRIVEN: The re-teach lesson addresses 
the error identified in the See It. Teacher actions 
embedded in the plan lead to a conceptual 
understanding
 d. GET SPECIFIC: The leader uses efficient prompts to 
keep participants on track and focused on addressing 
the conceptual error
 e. PRACTICE PERFECT: Practice leverages existing 
resources and leads to a strong fine tuning of the plan 
for reteach

a. EXEMPLAR: The leader leads the group in scripting 
an exemplar for the next applicable 
problem/question/prompt
 b. LESSON PLAN: The leader works directly with the 
participants on revising an upcoming lesson plan OR if 
no lesson plan exists, leads the group in selecting a re-
teach structure: modeling or guided discourse
 c. ERROR-DRIVEN: The re-teach lesson addresses 
the error identified in the See It.
 d. GET SPECIFIC: The leader uses prompts to keep 
participants on track and focused on addressing the 
error
 e. PRACTICE PERFECT: Practice leads to a high-level 
run-through of the plan

a. EXEMPLAR: The leader does not lead the group in 
scripting an exemplar for the next applicable 
problem/question/prompt
 b. LESSON PLAN: The leader leads the group in 
talking through an upcoming lesson at a high-level. No 
lesson plans or resources are used to plan the lesson
 c. ERROR-DRIVEN: The re-teach lesson addresses 
the error identified in the See It using a procedural 
process
 d. GET SPECIFIC: The leader does not push the group 
to be specific in how the error will be addressed
 e. PRACTICE PERFECT: There is a lack of (aligned) 
practice during the meeting

a. EXEMPLAR: The leader does not lead the group in 
scripting an exemplar for the next applicable 
problem/question/prompt
 b. LESSON PLAN: The leader does not lead the group 
in talking through an upcoming lesson
 c. ERROR-DRIVEN: The re-teach lesson does not 
address the error identified in the See It
 d. GET SPECIFIC: The leader does not push the group 
to be specific in how the error will be addressed
 e. PRACTICE PERFECT: There is no aligned practice 
or no practice during the meeting

7. DO IT - FOLLOW UP The leader will 
articulate a clear plan for follow-up

a. CLEAR FOLLOW UP: The leader locks in a follow-up 
plan, clearly defines action steps for implementation in 
the classroom within 24 hours of the meeting, and 
ensures participants record the plan.
 b. DATA-BASED ACCOUNTABILITY: The leader 
creates a follow-up plan that clearly defines how the 
reteach will be assessed and reviewed using data from 
the re-teach

a. CLEAR FOLLOW UP: The leader locks in a follow-up 
plan, clearly defines action steps for implementation in 
the classroom within 48 hours of the meeting, and 
ensures participants record the plan.
 b. DATA-BASED ACCOUNTABILITY: The leader 
creates a follow-up plan that clearly defines how the 
reteach will be assessed and reviewed using data from 
the re-teach

a. CLEAR FOLLOW UP: The leader locks in a follow-up 
plan, clearly defines action steps for implementation in 
the classroom within one week of the meeting
 b. DATA-BASED ACCOUNTABILITY: The leader 
creates a follow-up plan that clearly defines how the 
reteach will be assessed but does not articulate clearly 
how the data from the re-teach will be collected and/or 
reviewed

a. CLEAR FOLLOW UP: There is no clear follow-up 
plan
 b. DATA-BASED ACCOUNTABILITY: There is no clear 
follow-up plan

8. CONTINUITY

CONTINUITY: There is clear evidence of a regular and 
consistent weekly data meeting culture based on:
 a. meeting Norms, time keeper, agenda
 b. discussion of larger data goals, connection to 
previous coaching sessions/action steps, and/or timing 
of follow up.

CONTINUITY: There is clear evidence of a regular and 
consistent weekly data meeting culture based on:
 a. meeting Norms, time keeper, agenda
 b. limited discussion of larger data goals, connection to 
previous coaching sessions/action steps, and/or timing 
of follow up.

CONTINUITY: There is some evidence of a regular and 
consistent weekly data meeting culture based on:
 a. meeting Norms, time keeper, agenda

CONTINUITY: There is little to no evidence of a regular, 
ongoing data meeting structure
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MEETING SUMMARY
 Overall, the leader will demonstrate 
effective leadership of weekly data 
meetings

a. OVERALL EFFECTIVENESS: Based on this assessment, this participant 
demonstrates exemplary leadership in leading weekly data meetings.

a. OVERALL EFFECTIVENESS: Based on this assessment, this participant 
demonstrates proficient leadership in leading weekly data meetings.

a. OVERALL EFFECTIVENESS: Based on this assessment, this participant 
demonstrates foundational leadership in leading weekly data meetings.

a. OVERALL EFFECTIVENESS: Based on this assessment, this participant 
is not demonstrating leadership in leading weekly data meetings.

Meeting Strengths:

Meeting
 Growth Areas:


