HOW TO ADD PROGRESS NOTES TO YOUR CSIP

Getting Started

1) After logging into ASSIST: https://cas.advanc-ed.org/cas/login, you will want to go to the tab “Goals

and Plans.”
Comary
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Overview

2) Next you will click on the goal for which you want to add a Progress Note (you can add Progress
notes to any level of the plan — Goal, Objective, Strategy, or Activity).
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Streamiine the process of developing and managing goals. Existing goals gkn be modified by selecting from the list below.

Create a Goal
Goal Name Objectives Strategies Activities
‘ increase achievement (proficiency rates] in ail confent areas by 2017 5 16 42

" improve the achievement (proficiency rates) in ail confent areas of GAP students 6 11 30

3) Once in the goal, you are ready to add Progress Notes.
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Adding Progress Notes

4) Notice on the right at each level there is the word “notes” with a number. This will show you
how many notes have been added to each level. By clickingon the word “notes”, you will be
able to read all notes related to this particular line.

5) By clicking on the “Action” box, you will get an option to “Add Piggress Note.”
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6) By then clicking on “Add Progress Note” you will be able to add comments. Note that on the
Objective level you will be asked if the objective was “Met” or “Unmet” and on the Activity level
(the one shown below) you will be given the options of “In Progress”, “Completed”, “Not
Completed”, or “Not Applicable.” You can add any comments you want to make in the
comments box below the progress status box.

7) Be sure to click “save” once the section is completed.
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8) You can then add all the Progress Notes that you want at this time for the various levels
(objectives, strategies, activities).
9) Repeat this process for each goal in your school’s CSIP.
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Finishing Your Progress Notes

10) To finish this process, you will need to create a new CSIP (unless you checked include Progress Notes
on your original CSIP). To create a new CSIP, click on the “Goals & Plans” tab at the top of your
screen and then click on the “Plans” tab slightly down from the top towards the left.
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Goals and Plans

11) You will then click on “Create a Plan.”

12) Then add a check in all boxes that were in your original plan (if you click on the box next to “Goa
the system will automatically check the objectives, strategies, and activities under that goal).

13) Next be sure to check the box at the bottom of the page that states “Include progress notes for the
goals selected.”

IM

On-Demand (Type: Direct Instruction, Dates: 8/21/12-6/5/13)
Extended Response Questions (Type: Direct Instruction, Dates: 8/21/12-6/5/13)
Communications Portfolio (Type: Direct Instruction, Dates: 8/21/12-6/5/13)

ETI Team PLC (Type: Professional Leamning. Dates: 8/21/12-6/5/13)

Include progress notes for the goals selected

Save Cancel

14) Lastly, click on “Save.”

NOTES:

e Progress Notes cannot be edited —they can be deleted if necessary.

e You can have multiple progress notes for the same line. This will allow you to monitor your
implementation and impact over time and to see your school’s progress on an individual piece.

e Progress Notes will be shown at the end of the PDF of the CSIP.

e |tisrecommended to add Progress Notes periodically throughout the school year — this will help
make sure that you are on-track with your school’s plan.

If you have any questions, feel free to contact the JCPS Planning Office:

e Joe Prather (485-7073) - joseph.prather@Jefferson.kyschools.us
e Dena Dossett (485-7074) - dena.dossett@Jefferson.kyschools.us




