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Training Agenda

• Purpose for CSIP Changes
• Advantages of new CSIP format & web application
• Overview and demonstration of web application
• Guided Practice (hands-on activity)
• Timelines
• Questions

Training Objective:
By the end of the session users will be able to navigate 
through the application, enter data and print a report
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Purpose for CSIP Changes
• Change the content and format of the CSIP in 

order to make the plan:
– Simple
– Useful

• Make it a “working” document from which 
schools can measure progress towards goals 
through benchmarks 
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Changes to old CSIP format

• Removing causes & contributing factors (still may be part of 

needs assessment process but not recorded formally)

• Removing measurable objectives

• Changing goals to measurable goals

• Adding quantitative benchmarks for each goal

• Merging the implementation and impact check with the plan

• Creating a web-based platform for data entry & retrieval 

• Printing custom reports from database
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Advantages to New CSIP Model

• Provides built-in planning tools to assist in developing goals 
and benchmarks

• Allows for opportunity to measure progress towards goals
• Streamlines process between planning and reporting on 

implementation
• Offers greater flexibility in adjusting plan to meet school 

needs
• Provides means for custom-based reports through query 

functions
• Saves time spent on formatting issues
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Improvement Planning Application V3.0

• Applications that will be used:
– Internet Explorer
– Microsoft Word
– Microsoft Excel

• Improvement Planning Application (IPA) 3.0 is an electronic web 
application for Jefferson County Public Schools to enter and 
submit their Comprehensive School Improvement Plans 
electronically via the internet.

• Materials Needed:
– Training Manual
– 2006-07 CSIP
– 2006-2007 Kentucky 

Performance Report

To enter the application, type the following web address in 
your browser:

https://assessment.jefferson.k12.ky.us/CSIP/
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Key Features 
1. Blue bar at top of screen indicates place in plan (i.e. main 

menu, goal, strategies, etc.)
2. Menu bar at top of every page
3. Saves as data is entered (No submission will be necessary)
4. Back, Next and buttons
5. Calendars are available to enter dates
6. Validations will appear if information is incomplete
7. Text in red mean caution, please read messages

Back button
1.Allows user to return to previous page.

2.Allows user to back out of a page   
(information is not saved).

Next button
1. Allows user to go to next 

page.

2. Information is always 
saved.

OK button
1. Saves information 

and directs user to 
the next page.

Note:
The Priority Need and Goal information is 
always saved when you click the back button.
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Log In 
Log In Screen allows users to enter 
into their school’s CSIP application

Steps:
1. Enter user name
2. Enter password

Forgot password, Click on 
“Forgot Password?” to receive a temporary 

password through email.

Notes: 
• The CSIP Web Application will 
automatically know your school once 
you have logged in.

• Currently, only principals and those 
registered for training have access 
rights.
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Maintain
1. Choose the plan Year you would 

like to access
• 2007 – 2008
• 2008 - 2009

2. Click OK

IMPORTANT:  

Any school that has chosen the calendar 
year option (Jan-Dec) to submit their plan 
on Dec 17th, should choose “2008-09”.  

Title I Tier schools that have chosen the 
calendar year option (Jan-Dec) to submit 
their plan on Dec 17th, need to begin their 
NCLB revisions in the 2008/09 option.  

Title I Tier schools that chose the school 
year option (Aug-May) will still need to make 
any NCLB revisions to their 2007/08 plan by 
Dec 17th.
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Main Menu

Screen where all plan components 
are located: approval page, 
executive summary and action 
components (including status 
information)

Menu Bar:
JCPS Home – returns users to JCPS homepage
Planning Tools – link to goal generator, causes worksheet, review rubric, etc. 
Help? – link to training manual, frequently asked questions and contact info
Print Report – prints entire CSIP
Report Query – allows user to print custom-based report based on certain fields
Maintain - link to Maintain page to toggle between plan years
Logout – exits users from CSIP web application
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Main Menu
2007 - 2008 2008 - 2009 

Differences 
• 2007 – 2008 Does Not have import capabilities
• 2008 – 2009 Allows you to import data from last year.
• 2008 – 2009 Executive Summary  allows user to import from last year.
**IMPORTANT you must import before you begin a new action component**
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Import Features
• The 2008/09 plan allows users to import data from your 2007/08 school 

plan.  Users can import by action component.

• Users must import before beginning a new action component.  If users 
start typing in an action component and then decide to import 07/08 
data, it will NOT allow users to import.

• After importing 07/08 data, users can make changes to the data that 
was imported or add new goals/benchmarks/strategies.

• The executive summary can also be imported from your 2008/09 plan.

• It will not import cost/funding source information for strategies.  Users 
must go into each strategy and add a new cost/funding source.

• It will not import “other components”.  If schools have an “other”
component, they must type that information.
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Main Menu Continued …..

1. Click Approval Page link to enter 
approval information

2. Click Executive Summary link to 
answer summary questions
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Main Menu Continued…..

• Click any of the Action Component links to begin to enter 
component information (goals, benchmarks, strategies)

• Or enter new action component by clicking “Other” button if it is 
not listed above (i.e. school climate)
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Other Action Component
• Type name of Action Component 

in blank textbox
• Click Other to begin adding 

Needs and Goals

Changing the Name of the Other 
Action Component

• Click the Change Name button
• Edit Other screen will appear
• Type in new name and click OK
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Approval Page
• Approval page is the screen 

where users enter information 
about their school council 
members who have approved the 
plan and the date when the plan 
was approved

• Note: This page serves as 
schools’ SBDM sign-off page 
(once plan is approved).  
Approval of CSIP should also be 
reflected in SBDM minutes.

• Any changes that are made to 
the CSIP need to be approved by 
SBDM and the approval date 
needs to be updated

Click Back to return to Main Menu 
(Information will not be saved)

Click Complete when you have 
completed entering data to return to 
Main Menu (Information will be saved)
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Executive Summary

• Executive Summary screen 
allows schools to enter 
information about their planning 
process (i.e. their needs 
assessment, development of 
goals, evaluation method, and 
stakeholder involvement).

• Note: Schools will need to 
answer all questions before CSIP 
is complete

• Note 2008 – 2009 allows user to 
import from last year

Click Back to return to Main Menu 
(Information will not be saved)

Click Complete when you are completed 
entering data to return to Main Menu 
(Information will be saved)

Click Save frequently  to save 
information before application times out, 
which is approx. 20min.
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Action Component
• The Action Component Screen is 

where users enter the component 
manager and click on the button to 
add their priority needs and goals.

• Schools will be directed to enter all
information about a particular goal 
(i.e. need, goal, benchmark, 
strategies) before adding more 
goals.

Click Back to Return to Main Menu 
(Information will not be saved)

Notes: 

This Page is the only way to get to 
Need and Goal, Benchmarks and 
Strategies

The date is automatically filled in 
once the user is on the screen
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Priority Need and Measurable Goal

• Note: The Delete button will remove 
ALL information associated with a 
particular need and goal (i.e. 
benchmarks and strategies)

Click Back to Return to Action Component Page 
(Information will be saved)

Click Next to go to Benchmark Page 
(Information will be saved)

• The Needs & Goal Screen is where the 
user enters one priority need and one
measurable goal. 

• Additional needs and goals can be 
added from the action component 
screen (remember to select only a few 
key goals because each one requires a 
benchmark)

• The priority need should represent the 
current data, while the goal should 
represent what data point the school 
would like to achieve by the next year  
(see next slide and goal generator)
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How to Develop SMART Goals
(SSpecific & SStrategic, MMeasurable, AAttainable, RResults-Oriented, Time boundTime bound)

• In developing goals, schools should think about the specific benchmarks to 
use as evidence of progress

• Schools can use the goal calculator in the “planning tools” to enter previous 
KCCT academic data and goals for the next school year will be automatically 
generated

• Be sure to include SB 168 goals and/or NCLB subgroup goals 

SMART Goal:  
• By when, who will do what as measured by what

SMART Goal Examples:  
• By May 2009, the percentage of students scoring proficient or distinguished 

in Reading will increase to 70.5 as measured by the Kentucky Core Content 
Test

• By May 2009, all NCLB subgroups will meet their NCLB proficiency targets in 
Reading as measured by the Kentucky Core Content Test
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Goal Suggestions
• Schools should include both main goals and subgroup goals for 

subpopulations in their Reading and Math Components.

• Main goals are centered around CATS goals and encompass most of your 
school’s reading or math strategies (i.e. strategies that apply to all 
students).

• Subgroup goals for subpopulations include strategies that target the specific 
subpopulation and would not be included in the organizing goal(s)

• After entering data into the goal calculator in “Planning Tools”, please follow 
the steps below to choose goals:

– Step 1. Choose main goal(s) (i.e. goals 1-3)
– Step 2. Choose subgroup goals
– Step 2a. For Title I Tier schools only, choose goal 4 as "NCLB goal“
– Step 2b. For all other schools, choose goal 5 as “SB168 goal”

• For NCLB and/or SB168 goals, include strategies that are specific to the targeted 
population.  You do not need to repeat strategies listed under your main goal 
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Goal Model Options

•Some strategies may be 
appropriate for more than 
one goal

•Must include multiple 
benchmarks for main goal 
in order to cover all 
different measures of main 
goal 

Disadvantages

•Benchmarks and strategies 
are clearly linked to goals

•All applicable strategies 
can be listed under main 
goal 

Advantages

•Each main goal listed in 
separate goal box

•Subgroup goal listed in next 
goal box

•All main goals listed in 
same goal box

•Subgroup goal listed in 
next goal box 

Goals

Model 2Model 1
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Model 1 Example

By May 2009, our school’s Reading Index will increase by 22 for a total Reading Index 
of 72; the percentage of students scoring proficient or distinguished will increase by 
27 for a total percentage of all students scoring proficient or distinguished in Reading of 
67; the percentage of students scoring novice in Reading will decrease by 7 for a total 
percentage of all students scoring novice in Reading of 13 as measured on the KCCT.

Main Goal:

Benchmarks:

132/15% Novice – PAS
1310/15% Novice – PAS
672/15% P/D – PAS
6710/15%P/D – PAS
722/15Index – CAS
7210/15Index - CAS 

Actual DataProjected DataDateMeasure

Strategies would focus on improving the Reading Index, increasing proficiency and 
eliminating Novices 
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Model 2 Example

722/15CAS
7210/15CAS 

Actual DataProjected DataDateMeasure

By May 2009, our school’s Reading Index will increase by 22 for a total Reading Index 
of 72 as measured on the KCCT

Main Goal # 1:

Benchmarks:

By May 2009, the percentage of students scoring novice in Reading will decrease by 7 
for a total percentage of all students scoring novice in Reading of 13 as measured on 
the KCCT

132/15PAS

1310/15PAS

Actual DataProjected DataDateMeasure

Main Goal # 2:

Strategies for the main goal # 1 would focus on improving the Reading Index

Strategies for the main goal # 1 would focus on eliminating Novices 

Benchmarks:
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Goal – Benchmark

Classroom Assessment System (CAS)
Predictive Assessment Series (PAS)

% Proficient/Distinguished 
for Subgroups

Monthly suspension reportSuspensions

Parent-teacher conferences
PTA membership 
Parent visits (school sign-in sheets)

Parent Involvement

Monthly pupil attendance reportAttendance

Classroom Assessment System (CAS)
Predictive Assessment Series (PAS)

% Novice or % 
Proficient/Distinguished

Classroom Assessment System (CAS)
School developed scrimmage tests

Content Index 
(i.e. Reading, Math)

Possible BenchmarksGoal Focus
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Benchmark
• The Benchmark screen is 

where the user enters 
information on how the school 
will measure progress 
towards its goal.

• The benchmark should 
represent a proxy measure or 
indicator of the goal 

• Schools should enter at least 
2 dates for when they will 
measure progress

Click Back to Return to Need and Goal Page 

Click Next to go to Need and Goal Page 
(Must have at least two benchmarks to go to 
the next page)
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Benchmark Continued..…
• Measure

– Should represent a proxy or indicator of 
goal (i.e. PAS or CAS)

• Date
– Enter date in mm/dd/yyyy format

• Projected Data
– Can either be an incremental target or the 

same goal for each date

• Actual Data
– the actual results from the measure
– This information would not be entered until 

its associated date had been reached

• Projected and Actual Data needs to 
be in number format (text will not be 
accepted)

• Click the Edit to enter information or 
to change existing information

• (OK accepts changes, Cancel 
cancels the change)
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Strategy/Activity

• The Strategy/Activity 
screen is where the user 
will click the button “Add 
strategy” to enter 
information

• Once the information has 
been entered, the 
strategies will appear in the 
table on this screen.

• Click “add strategy” to 
continue to add strategies 
for that particular goal

Click Back to Return to Benchmark Page 

Click OK  to go to Action Component page 
after all strategies for the goal have been 
entered
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Add Strategy
Click Back to Return to Strategy/Activity page
(Information will not be saved)

Click OK save information and return
to Strategy/Activity page • The Add Strategy screen is 

where the user enters all 
information for one strategy

• The NCLB and SB168 field 
allows schools to reference if 
a particular strategy 
addresses those 
requirements 

• Information on the 
implementation status and 
impact should not be entered 
until the strategy is underway
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Add Strategy
Dropdowns for this page
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Add Strategy (How to Add Cost)

• Cost 
– Enter dollar amount (do not add $ sign)

• Funding Source
– Choose from drop down

• Other
– If the funding source is not listed, 

click the Other button and a textbox 
will appear to enter the source

• Add
– Click the add button after entering 

Cost and Funding Source or Other
– Continue to add all amounts and 

sources associated with the strategy

• Remove
– Select the Cost and Funding Source 

to remove from list

This process allows user to enter multiple costs per strategy
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Strategy/Activity (with data)

• Click OK button once 
strategies/activities are 
completed or the user comes 
to a stopping point.

• OK will return the user to the 
Action Component page

• To edit strategy information, 
click on the GS No 
(Goal/Strategy Number) 
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Finishing an Action Component

• Click Complete button once 
the action component is 
complete (all information on 
goals, benchmarks and 
strategies has been entered)

-Status will appear “complete” on 
main menu screen

• Click the Main Menu on the 
Menu bar if user is not 
complete with Action 
Component

–Status will appear “in progress” on 
main menu screen
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Print a Report (Entire CSIP)
• To print the entire CSIP, click on “Print Report” from the Main Menu 

and your plan will print as a PDF file
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Report Query 

• The fields that can be queried are: 

- Action component
- NCLB/SB168 Requirement
- Person Responsible (Last Name)
- Funding Source

• Sort by
- Date (start and end)
- Last Name
- Component

• Make selections

• Choose one sort option

• Click the Run Query button

The Report Query Screen is where users can print out custom-based reports by 
querying their CSIP on certain fields
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Timeline
• Schools have 2 options for completing their CSIP

– Calendar Year (January – December 2008) – due Dec 17, 2007
– School Year (August 2008 – May 2009) – due March 28, 2008

• More information about those options (including advantages/ 
disadvantages and specific timelines) are available on the JCPS 
School Improvement Planning Website
– http://www.jefferson.k12.ky.us/Departments/Planning/SchoolPlanningSite

/SchoolPlanning.html
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Back at your school…..
• Remember only principal and those register for training have 

user name and password for web application currently
– Contact the JCPS Planning unit to add users that will need access to web 

application

• More than one user can be log into the same school plan at 
the same time
– However, it is recommended that no more than 1 user be working on the 

same action component at the same time
– More than one action component can be worked on simultaneously

• The planning tools contains a “blank template” that can be 
downloaded and used as a draft plan
– Information can be “copied and pasted” into web application
– Allows for users to spell check information before entering onto the web
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Questions?
• For planning process or content questions, please contact:

– Dena Dossett (dena.dossett@jefferson.kyschools.us) or call 485-7074

• For technical assistance or questions about the web 
application, please contact:
– Tamara Lewis (tamara.lewis@jefferson.kyschools.us) or call 485-3060

• For best results, use Internet Explorer to enter your CSIP into the web 
application.  


