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User’s Guide 

Introduction  
Iowa’s Area Education Agencies (AEA) work in partnership with the state’s local school 
districts to “improve the learning, achievement, and performance of all students so they 
become successful members of a community and workforce” (IAC 281-12, General 
Accreditation Standards: Preamble).  Iowa’s efforts to meet this overall outcome have 
included the development of school-wide, multi-tiered, multi-gated intervention systems 
for all students.  These systems are designed to assure that: 

 All students receive high-quality, scientifically grounded instruction. 
 All students are regularly screened in critical areas of behavior and instruction to 

identify those students who need additional support, those who can be successful 
with less support, and those who need to continue to receive their current 
instruction.  Local Education Agencies (LEAs) and AEAs conduct screening 
activities throughout the school year.  These include academic assessments, vision 
and hearing screenings, etc.  The results of screenings are used to determine if 
further action is required (e.g. referral to an optometrist, hearing evaluation, 
remedial services, referral to a building team).  The results of a screening may 
prompt immediate consideration of eligibility for special education services (e.g., a 
significant previously undocumented hearing loss). 

 Varying levels of instruction and intervention are available in a multi-tiered 
approach.  Instruction is matched to student needs based on levels of performance 
and rates of student progress.  The intensity of instruction may vary by group size, 
frequency, and duration of intervention, and the level and type of training of the 
professionals providing instruction or intervention. 

 Greater, more individually focused resources are applied to more significant 
concerns (e.g., team-developed, goal-oriented, well-documented efforts). 

 Student progress is monitored frequently to examine student achievement and 
monitor the effectiveness of instruction and interventions.  

 Data-based decisions are made regarding student instructional needs based on 
multiple data points taken in context over time. 

 
The “tiers” in a multi-tiered, multi-gated system are varying levels of intensity of 
instruction and intervention.  The “gates” are the ongoing data-based decisions driven by 
screenings, diagnostic, and formative assessments.  Decisions may maintain an individual’s 
instruction or intervention or change them to more appropriately meet each individual’s 
needs.  When the possibility is considered that special education resources may be needed 
by an individual, the efforts made for the individual and the data that are collected may 
help to inform the eligibility determination process. 
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General Education Instructional Plan User’s Guide 
 
This document is a guide for understanding and using the General Education Instruction 
Plan application (referred to in the remainder of this document as the “General Education” 
application). The user’s screens and features may differ slightly from the examples 
provided based upon the schools/districts to which the user is assigned.  
 

Logging On 
The web site to access the login screen is: https://iowagened.org/Login.cfm.  (This link 
may be added to a “favorites” folder in the user’s web browser.)   
 

 

 
 
Type in a user name and password which is provided by the local designated General 
Education Plan Administrator. The user will be asked to change the password after 
entering the General Education Instruction Plan the first time.  Once this is finished, 
click the “Sign In” button. 
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Forced Password Change for First-Time Login 

The General Education Plan application forces a password change after initial login.  This 
will be the only time this action will be required.  Upon initial login the screen below 
appears.  Enter the information requested and, when completed, click the “Update” button.  
The password will be updated and the application will return to the start screen. 

 

 
 
The Start Screen  
A successful login transports the user to a screen that looks similar to the one below (the 
user may or may not have the Admin tab depending upon access level) and allows the user 
to access the basic elements of the General Education Plan.  
 

 
 

Navigation Tabs. Near the top left of the screen are a series of tabs. These tabs allow the 
user to move quickly to the areas of the application. The tabs on this screen are as follows: 
 

 Start. This tab is the default tab – it is seen when the user logs into the system. 
From the start window a user can start a new plan, lookup existing plans, access the 
reporting features, change a password, and identify districts or buildings. 
 

 Instructional Plans. This tab opens up a listing of all the current plans in the 
database for the school and/or district. From here the user can search for a student, 
view all students in the system, start a new instructional plan, edit an existing 
instructional plan, or view and print an instructional plan. 
 

 Reports. This tab allows the user to access all of the reports available. 
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 Help.  This tab contains the User Manuals. 
 

 Admin. This tab allows the administrator to add or adjust other users in the system. 
 

 Log Off. Although this is technically not a tab, the “log off” allows the user to exit 
the program. Click this to log off the system. 
 

Choosing and Accessing the School and/or District  
 
The General Education Plan application allows the user access to schools or districts based 
upon their assignment and responsibilities. This security feature ensures adequate 
protections for the children and families served.   At the top right corner of the “Start 
Screen”, the district and school that the user is currently logged into is displayed.  
 
Changing the School or District Data: To change the buildings or district the user is 
viewing (if the user has assignments in more than one building or district) click on the field 
entitled “District”. A selection of districts and buildings is displayed (see below). 
 

 
 

When a user needs to change access to another school district, click the “Change” button 
immediately to the right of the selection drop-down.  A red “Updated!” notice appears 
letting the user know that the school’s information has been successfully updated. (See 
circled area in picture below).  Remember, only students from the attendance center 
selected will be listed! If a student is not listed, the user should be certain that the correct 
school’s information is displayed. 
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Overview of the Instructional Plan Lookup 
 
The General Education application displays all of the plans the user has access to, based 
upon the district and/or school assigned, through the tab entitled, “Instructional Plans.”  
 
Below is an example of a listing of students for a building: 
 

 
  
This listing screen provides key information on all plans (by building) and their status.  
 
From left-to-right, this screen shows: 
 

 Student name: lists student’s last and first name 
 Grade: student’s current grade in school 
 Building: the attendance center 
 : this icon opens the plan for editing and viewing 
 : this icon creates a printable version of the instructional plan 
 Area: the instructional area being addressed in the plan. 
 Intervention Type:  This column indicates whether the instructional plan is 

considered to be “Supplemental” or “Intensive”, depending on the school’s 
definition. 

 Instructional Focus: the first few words from the instructional focus section 
 Status:  

 “New”  - in development but not yet implemented; 
 “Active” – currently implemented and monitored and displayed on a gold 

background; and 
 “Complete” – plan is completed and displayed on a blue background. 

 Date Range (days): the plan’s starting and ending dates as well as the number of 
days the student was on the plan. New plans do not have a date because they are not 
yet started; active plans show only the start date; and completed plans show start, 
end, and total days. 

 Teacher 1: the LEA teacher who has primary responsibility for the child and/or the 
plan. This also shows who has access to this plan. 

 District Contact: This field is used to indicate another level of accountability for 
district plans…typically a building principal, team leader, instructional coach, etc. 
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Finding and Sorting the Plans.  
Students are listed alphabetically. The order of the plans can be changed quickly and easily 
by clicking the headings above each list. (See the headings circled in the picture below). 
 

 
 
In the next example, the user has clicked the “area” heading and changed the sort order to 
display “area” alphabetically instead of by student last name. Note that a tiny heart-shaped 
icon now appears next to the words “student name” to help the user remember how the data 
is currently sorted. This is a handy feature to make finding plans quicker as the number of 
plans increase. 
 

 
 
As the list grows longer, users may want to utilize the specific lookup feature. For example, 
if the list was long and the user wanted to find John Smith’s plan, his last name would be 
entered into the field labeled “Last.” Note in the example below that “Smith” has been 
entered into the “Last” field.  By clicking the “Re-Display List” button only John Smith’s 
plan is displayed. 
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Creating a New General Education Instruction Plan 

Opening a new instructional plan can be accomplished in one of two locations in the 
system – from either the “Start” or the “Instructional Plan” screens. From the “Start” 
screen, click the link, “Start a new Instructional Plan”.  A new plan may also be started 
from within the “Instructional Plan” tab by clicking the “Start New Plan” button. 
 

 
 

 
Upon initiating a new plan, a blank plan screen is displayed. This file is organized into five 
“tabs” listed across the top (circled below). The tab currently in view is not shaded, the 
other tabs are shaded. In the new plan below, the “General Info” tab is currently displayed. 

 
 
Note that in bold at the top, the instruction form indicates the student selected – in this case, 
the student plan has not yet been created and so “(Adding New Form)” is displayed. This 
will change to the student’s name after the plan has been saved. The “Add” and “Save” 
buttons will only appear when data has been entered. 
 
The “General Info” tab contains the student’s demographic data, staff data, basic plan data 
and meeting data. Small red asterisks appear next to required fields. A file cannot be 
saved or advance forward to other tabs until these required fields are completed! 
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Entering Data in the General Info Tab 
Student Data Section: 
 
The fields in the General Education application are either drop-down menus or text fields 
allowing the user to input necessary information. Make sure that the user is logged into the 
correct district and building before commencing a new plan!! 
 

 
 

1. Enter the student’s LEGAL first and last name.  Enter any remaining demographic 
information. Some of the information may not be available.  The user must ensure 
that the fields with the red asterisks have data entered.  

 
Team Information Section: 
 
The staff data section defines who has access to view and edit the record. The names of the 
teacher, district contact, and instructional coach, if appropriate, selected for entry in the 
first 3 fields dictate who has access to edit this record. The program automatically enters 
the name of the person who has created the new plan in the “Teacher 1” field.  
 

2. “District Contact” is the LEA staff member who will be responsible for oversight of 
the instructional plan. This can be changed if needed by clicking on the District 
Contact link and selecting from the choices provided. 

 
3. To select the teacher to be assigned to this plan, click on the link entitled, “Teacher 

1”. 

1 

3 2 
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4. A pop-up screen appears similar to the one below:  

 
 

5. Select the teacher who will have primary responsibility for ensuring that this 
instructional plan is carried out by clicking the “Select” button next to the person’s 
name. Only names assigned to this building will appear in this list. (This may be the 
primary provider of the instruction or another person designated by the team).  

 
Note:  If the teacher name does not appear in the Teacher List, add the name through 

the Admin tab or ask that the local General Education Plan administrator add the 
name.  

 

6. The teacher name now appears in the appropriate box.  
7. Add a second teacher or Instructional Coach (depending on your district 

configuration) as appropriate. 
 

Team Information 
The fields discussed in this section are:  “Team members /Roles”, “Primary source of 
information indicating that intervention is warranted”, “Implementation Start Date”, 
“Parental Involvement”, and “Area of Concern”. 
 

 
 

8. Team Members/Roles 
The “Team Members/Roles” field is an open text box in which to record others who 
are involved in the plan. Note that they will not automatically be granted access to 
edit this plan – only the three names identified above this field will have that right.  

 

4 5 

6 

8 

7 
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Primary source of information indicating that intervention is warranted. 
Select the most appropriate option. 

 
Parental Involvement: 
Select the option which best describes the type of parental involvement.  If “other” 
is selected from the pull down menu, please describe in the text box provided. 
 
Area of Concern   
Select the option that best describes the primary area of concern to be addressed 
with this plan. 

 
Note: If “Behavior” is selected as the General Instruction Area, and the type of 

intervention selected is “intensive”, the completion of the functional behavior 
assessment form is required prior to the development of an instructional plan.  

 
The development of positive behavior supports and other strategies to address 
challenging behavior must begin with a clear identification and functional 
assessment of appropriate dimensions of the behavior of concern.  For this reason, 
when behavior is identified as a concern significant enough to warrant intensive 
intervention, the functional behavior assessment form must be completed before 
developing an instruction plan to address the behavior.  The completion of the 
functional behavior assessment form is not required for plans designated as 
“supplemental”. 
 
Implementation Start Date: 
Enter the date when the supplemental or intensive instruction plan will begin (i.e. 
when instruction begins for the student). 
 
Note:  In some cases, the user may leave the “Implementation Start Date” field 

blank at this stage of the process. As long as the “Implementation Start Date” 
is left empty, the plan will be displayed in the plan list as “new.” It is only 
when the user wants to activate a plan that a start date is entered. 
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Meeting Data Section: 
9. Record all information about meetings held to develop or review this plan. The 

fields in “Meeting Summary” will scroll to accept more text as necessary 
information is added. 

 
Initial Plan Development Date: 
Record the date of the meeting during which the instructional plan was developed. 
 
Comments:  
This is a text field used to summarize discussions, decisions, etc. 
 
Follow-Up Meetings: 
Instructional plans implemented with integrity will require periodic review and 
modification.  Record dates and pertinent information about all meetings held to 
monitor implementation of the instructional plan. 

 
Saving the Plan and Moving On. 

 

 
 

10. When the “General Information” tab is completed, click the “Add Plan” button to 
save and record the instructional plan or click the “Add Plan and Continue” button. 
The only difference between the two buttons is that the “Add Plan and Continue” 
button will automatically advance the user to the next tab (Performance & Focus), 
after it saves the plan.   

 
Alert: By selecting “Cancel”, the plan is deleted from the program. 

9 

10 
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Note:  If any required fields are missed, the program prompts the user to complete each 

required field before saving the instructional plan and allowing the user to move 
forward.  

 
(See example below of a reminder box alerting the user that the student’s grade was 
not entered.) To correct, simply click “OK” and enter the necessary information into 
the form.  

 

 
 
The program notifies the user that the plan was successfully saved by displaying a brief 
message as shown below. 

 

“Copy the Plan” feature creates a copy of the current plan which can then be used to 
create a new instructional plan without reentering demographic information.   The new 
copy of the plan will show up in the Instructional Plan Lookup screen and will say “please 
reassess”.  The user may override or is it “overwrite” the text in this new plan 
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Entering Data in the Performance & Focus Tab 

Student Performance & Focus of Instruction Section: 
 
Note:  If “Add Plan” button was clicked on the previous screen, click on the “Performance 

& Focus” tab to see the screen below.  
 

 
 

11. Briefly describe any student strengths that are relevant to the educational setting 
and the behaviors of concern.  Teams should especially consider those strengths that 
might enhance the student’s performance or skill development. 

 
12. Indicate the student’s current level of performance. It is essential that baseline 

data be expressed numerically. 
 

Developing the measurement strategy: 
A measurement strategy is developed by answering the following questions: 

• How will the data be collected? 
• What materials will be used to collect data? 
• In which setting(s) will data be collected? 
• Who will be responsible for collecting the data? 
• When (& how often) will the data be collected? 

 
Several points need to be considered when answering these questions. First, the 
behavior must be measured directly in the setting where it is perceived to be 
problematic. Additionally, the measurement strategy used to collect information 
should be accurate, objective, and related directly to the relevant dimension of the 
target behavior. The same measurement strategy will be used throughout the 
instructional plan to monitor and evaluate its effectiveness throughout implementation. 
As a result, the feasibility of collecting data frequently and repeatedly over time also 
must be considered. 

11 

12 
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To develop a reliable and valid measurement strategy, address the following questions: 

• Does the measurement strategy yield the same information each time it is used? 
• Does the measurement strategy accurately measure the behavior as it was 

intended? 
• Does the system measure the target behavior? 
• Will the system allow you to decide whether or not progress is being made? 
 
 Collecting data on the behavior prior to implementing the instructional plan 

(Data Collection): 
 
Baseline data are collected prior to implementing supplemental or intensive 
instruction. Repeated measures of the behavior are collected until a stable range of 
behavior has been identified. In most cases, three data points will be collected and the 
median, or middle, data point will be used as the baseline point. It is essential that 
baseline data be expressed numerically. 
 

 

13. Indicate the expected level of performance here in numerical terms. Teams should 
carefully consider the sources upon which the expectation is based (e.g., AEA 
norms, building norms, national norms, developmental or other norms, peer 
performance, district expectations).  An appropriate expectation would likely be 
based on a minimal level of student performance relative to the comparison group. 

 
14. Indicate the difference between the student’s current level and expected level.  

Since both the current level of student performance and the expected level have 
been expressed numerically on a single clearly defined dimension of observable 
behavior, the difference between the two is a mathematical representation.   
 

Teams must apply professional judgment to determine whether the magnitude of the 
discrepancy is sufficient to warrant instructional intervention, or if left “untreated”, the 
likelihood that the problem will resolve itself with time and good classroom instruction. 

14 

15 

13 
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15. Summarize the team’s considerations and discussions relative to such additional 
questions as: 
 What is the probability that supplemental or intensive instruction will reasonably 

close the performance gap? 
 Under what conditions has student growth or positive performance been 

observed? 
 What research knowledge is available to support supplemental or intensive 

instruction to address the behavior of concern?  Based on this knowledge, what 
frequency, intensity and integrity of such instruction is anticipated to make 
acceptable progress? 

 Are there other ecological factors or unique circumstances that may impact 
student performance? 

 Are there referrals or additional information from other agencies or services that 
may be helpful in planning instruction? 

 Are there any other factors that need to be considered in planning for instruction? 

 

Goal Statement Section: 

The “Goal Statement” section requires a clear and specific goal. This field is not required 
until the user attempts to initiate the plan by placing a date in the “Implementation Start 
Date” field on the General Information tab. 
 

16.  Write a goal to indicate the intended outcome of the instruction including the 
direction and extent to which the skill is to be changed.   

 
Every goal must be written in observable, measurable terms and include four 
components: 
 
Time Frame: when the expected progress is to be accomplished. 
 
Condition: the specific circumstances under which the behavior is to occur.  
 
Behavior: the specific behavioral description of the task to be performed.  
 
Criteria:  the standard of how well (e.g., how much, how often, to what degree or level) 
the behavior is to be performed. The criterion is related to both the student’s current 
level of performance (baseline) and the expected level of performance (standard). 

16 
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A goal should be stated in narrative form and represented graphically on a performance 
chart.  For the narrative statement, it may be helpful to use a standard format:  In 
(number) weeks, when (condition) occurs, (student) will (behavior) to (criterion) . 
 

 
 
17. If “behavior” was selected as the “General Instructional Area” then alternative 

behavior skills to be taught must be identified here.  Describe the specific behaviors 
that will and will not be measured (i.e. examples and non-examples). 

 
Reminder:  After completing the information in any section, click the “Save Change” 

button or the “Save Changes and Continue” button to save and move to the 
next tab. 

18. This section will only appear if “Behavior” is selected as the “General Instruction 
Area” on the General Information tab.  Click on the “Add New FBA” button to 
access the form.  This form is required for “intensive” behavior plans prior to 
moving to the Instructional Plan tab. 

 
Functional behavioral assessment(s) enhance an understanding of the purpose and 
function of a student’s behaviors and provides information leading to interventions and 
needed supports.  It is important to identify support personnel with expertise in social, 
emotional, behavioral or mental health areas, and in conducting FBAs.  With the 
support of these individuals, the team reviews FBA results and all relevant 
information.  The FBA form is NOT the actual assessment; rather, it is a form to 
record a summary of results. 
 

 
 
 

 

17 

18 
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Entering Data in the Instructional Plan  
Strategies and Plan Material Section: 
 
Note:  Click on the “Instructional Plan” tab to see the screen below.  
 
This section defines specific timelines, strategies and materials, frequency of instruction, 
minutes per session and person(s) responsible for delivery of the instructional plan. 

 

Description of the Problem section. 

19. Enter a brief, one or two word description of the problem of concern for this 
instructional plan.  (i.e., reading comprehension; disruptive classroom behaviors; 
etc.) 

 
Strategies and Materials Section 

 
20. Phase Date: This is the date that the supplemental or intensive instruction is 

anticipated to begin - the date that instruction to the student is scheduled to 
commence – and not the date on which the plan was developed.  Note:  The Phase 
Date for the first phase is the same as the Implementation Start Date on the General 
Information tab and fills in this field automatically.  For any additional phases it is 
the date that modified instruction starts. 

19 

20 
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21. List the strategies, methods and materials that will be used for instruction in the 
targeted skill (i.e. social skills instruction, repeated reading of grade level narrative 
text, books, media, technology, manipulatives, etc.). The strategies and materials 
listed in this field can be banked for future use without having to re-write the 
information. 
 

Consider the following: 
 Is there a research base for the chosen instructional strategy? Source? 
 Is the chosen instructional strategy relevant to the behavior of concern? 
 Does the strategy clearly describe instruction (i.e. teacher behavior) and not 

simply expectation of performance (i.e. student or parent behavior) 

22. Select the planned frequency of instruction to be delivered. 

23. Enter the number of minutes per instructional session. 
 

When determining frequency and time, consider: 
 the rate of progress toward the goal, 
 intensity or size of the problem, 
 intensity of intervention needed, and 
 progress monitoring vs. mastery monitoring.  

 
Based on the available research, teams should consider the minimum level of 
instruction that may be required to address the problem. This may be considered as a 
minimum number of days, weeks, sessions, minutes of instruction, and data points to 
assure integrity. 

 
24. Select the person(s) responsible for carrying out the supplemental instruction.  This 

field identifies only position, not a specific person.  Up to four individuals who will 
have a role in implementing the planned instructional intervention may be 
identified.  Include any personnel who may be responsible for delivery of 
instruction or support during the period of instruction.  

   

22 23 24 21 

25 
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25. Start a new phase by clicking on “next phase”. Intervention integrity depends on the 
application of decision-making rules to progress monitoring data. When decision 
making rules are applied to progress data, changes in the instructional strategies, 
materials, frequency, or time constitute phase changes, and are warranted when it 
becomes clear that the instruction is not having the expected effect.  For the first 
phase, this date and the start date of the plan should be the same. 
 

 The information from Phase 1 is transferred to Phase 2 (see below) with the current 
date automatically placed in the Phase/Date field. This is done to eliminate re-
typing as often phase changes are completed in increments, with only frequency 
being adjusted or something new added. To make changes, place the cursor in the 
field that needs to be edited, make the needed changes, and click “Save Changes”.   

 

 
 

26. Summarize the reasons that a phase change is being considered.  The importance of 
an objective summary of the team’s discussion cannot be overstated. In fact, it is the 
essence of data-based decision-making.  Collecting progress data is of little or no 
value if the data are not used to make instructional decisions.  Explanation of the 
reasons for considering a phase change require the analysis of trend data in 
relationship to the goal, the application of decision making rules, the consideration 
of intervention integrity, and all other relevant instructional variables. 

 

 In the example below note that “explain need for phase change” was added. 
Adjustments to the strategies and materials, frequency of instruction, and minutes 
per session can all be made, and an additional phase will be added. The application 
will support up to seven phase changes for each plan.  

 

26 
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Entering Data in the Data Collection Tab  
Data Collection Strategy Section 
 
Note:  Click on the “Data Collection” tab to see the screen below.  
 
This section identifies the data collection strategies to be employed and provides a place to 
store and retrieve progress documents in support of the data collection efforts. A depiction 
of the screen appears below: 

 

 
27. Determine the behavior that will be measured (i.e., number of words read correctly; 

occurrences of disruptive behavior, etc.) Data collection procedures must also be 
individually tailored, valid, and reliable, and allow for frequent and repeated 
measurement of intervention effectiveness. An educational concern is defined as a 
quantifiable difference between the student’s performance on relevant and 
representative dimensions of important behaviors, and expected levels of 
performance.  Establishing the relevant dimensions, developing the measurement 
strategy to be used, and collecting baseline data on the problem prior to the 
implementation of an instructional intervention are critical steps in the problem-
solving process.   

 
28. Determine the frequency with which progress data will be collected. Frequency will 

vary based on a number of relevant factors, however a minimum of 1 data point per 
week is recommended.  Frequent and repeated measures of student progress are 
necessary to inform instruction.   

 
29. Clearly describe the measurement to be used and the settings in which data will be 

collected.  Use the major components of the measurement strategies that were 
developed to collect baseline data. Modifications may be made to this strategy in 
relation to the setting, personnel and time.  However, the method and materials used 
to collect data should remain essentially the same, allowing for accurate 
comparisons between the student’s baseline level of performance and the progress 
monitoring data. 

27

31 

30 

28 

29 
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30. Indicate the person(s) who will be responsible for data collection. The team must 

assure that the person(s) responsible have been adequately trained in the data 
collection process. 
 

31. Determine, in advance of instruction beginning, the conditions under which a 
change in instruction will be considered. This is most often expressed as a specific 
number of data points above or below an expected rate of progress or “aimline”. 
 

The number of data points or length of time before analysis occurs is agreed upon and a 
decision rule is selected to guide the team in determining the need for instructional 
changes. 
 
3 points or 4 points above or below the aimline.  A decision making rule that allows 
projection of future student progress based on the most current consecutive data points.  
 
To use this decision making rule- 
 Make sure the aimline for the goal is graphed properly. 
 Use a minimum of 6 weeks of data with a minimum of 6 data points, not counting 

the baseline data points. Best practice suggests a minimum of one data point per 
week for 6 weeks for most interventions.  However, more intensive interventions 
may require more frequent data collection and decisions made much sooner than 6 
weeks. 

 Compare the last 3 or 4 consecutive data points (depending on the rule chosen) to 
the aimline. 

 Make an instructional decision. 
 
For ascending aimlines: 
 If 3-4 consecutive data points fall below the aimline, consider an instructional 

change. 
 If 3-4 consecutive data points fall above the aimline, consider changing or 

discontinuing the goal. 
 If data points fall both above and below the aimline, continue with the current 

instructional strategies, maintain the current goal, and continue to monitor progress. 
 

For descending aimlines (e.g., error or miscue counts): 
 If 3-4 consecutive data points fall above the aimline, consider an instructional 

change. 
 If 3-4 consecutive data points fall below the aimline, consider changing or 

discontinuing the goal. 
 If data points fall both above and below the aimline, continue with the current 

instructional strategies, maintain the current goal, and continue to monitor progress. 
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Progress Monitoring Graph and Additional Documents: 
 
This section allows the user to create graphs, and attach and retrieve files. 
 
32.  Click on the “Set Graph Data” button to create the progress monitoring graph. 

 
Results-focused decisions about student progress and needed instruction require that 
education professionals effectively organize and use data.  Graphic displays of student 
progress over time have been proven to be effective in organizing data, making 
formative and summative evaluation decisions, and enhancing communication among 
service providers, teachers, parents, and students by providing a visual summary of 
student performance. Student engagement and motivation also improve when they are 
taught to participate in graphing their own progress. 

 
For clarity of communication, a standard format should be used for graphs: 

 The title should provide a concise description of the nature and purpose of the 
intervention. 

 Scale captions should establish the identity and meaning of the behavior and 
measurement procedure. 

 The X and Y scales and their scale units should represent the appropriate type 
and range of data for the measurement strategy. 

 Different intervention phases should be labeled on the graph. 
 All relevant data should be shown in an appropriate form, including baseline, 

goal, and aimline. 

The “View Graph” button allows the user to view a graph that has already been 
created. 

 

 

Attaching Files to the Additional Documents Section. 

33.  The user may attach any electronic documents to the instructional plan that may 
provide additional information on student progress. 

 

33 

32 
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 To attach files, begin by clicking the “Browse” button (circled above). 
 Locate and select the file to be attached. This works the same way as attaching a 

document to an e-mail. 

 

 Once a file is selected, it will appear in the field labeled “Attach a file to this plan” 
(circled below). 

  

 If it is the correct file, click the button entitled, “Attach this File”. The file will now 
appear in the “Attached Files” field below, letting the user know that the file was 
uploaded successfully. 
 

 
 
 This file is now available to any user with access privileges to this plan. There is no 

limit on the number of files that can be attached. 
 The icons to the left of the file allow users to download the attachment to a computer in 

order to edit or delete the file. 
 
Important: In order to edit a document that has been attached to an instructional plan 

the user must first download the document to the computer, make changes, 
resave the file and then re-attach it to the intervention plan following the 
steps outlined.  
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Returning to the Lookup Screen 
 

The previous pages represent the first set of steps necessary to build a new instructional 
plan. The last tab, “Recommendations”, is for use at or near the conclusion of the 
instructional plan.  In the interim it is necessary for team members to frequently return to 
individual student’s plan(s).  To do this, click the “Instructional Plan Lookup” link (circled 
below).  Shannon Parker is an example. 
 

 
 
Example:  The database displays all the students on a plan for a designated school. Note 
that John Smith appears on the list as a “new” plan. His plan is “new” because the team has 
not put an “implementation start date” in yet – they are still in the draft or preparation 
stages and not yet ready to begin instruction. 
 

 
 
Plan Status Designations 
The application organizes plans into three status levels. 

 New: Indicates that the plan is in development, or draft stage and has not yet 
commenced. New plans do not have date ranges or days listed in the lookup screen 
(see examples above). 

 Active: Indicates that the plan is currently active and in place. Active plans are 
highlighted on the lookup screen and contain a beginning date. 

 Complete: Indicates that the plan has been completed. Complete plans are 
highlighted on the lookup screen and contain a beginning and ending date as well as 
the number of days on plan.  
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Converting “New” plans to “Active” plans. 
 
Once a plan has been crafted and is ready for implementation, it is necessary to identify the 
plan’s start date and convert the status of the plan from “new” to “active”.  In the example 
which follows on the next several pages , John Smith’s first plan converts from “new” to 
“active.” 
 
 Click on the “Instructional Form Lookup” tab to access the list of students. 
 Select the student by clicking on the icon (circled below) to the right of the name and 

building. 
 

 
 
 Locate the “Implementation Start Date” field (circled below), enter the official plan 

start date, and select the “Tab” key on your keyboard. 
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 Click “Save Changes” and return to the lookup screen. John’s plan is now listed as 

“Active” (circled below).  
 

 
 
Viewing & Printing Plans 
 
The instructional plan can be printed and shared with other team members in a variety of 
ways.  
 
 Click on the “Instructional Plan Lookup” tab to access the list of students name and 

building. 
 Select the student by clicking on the  icon to the right of the student’s name and 

building.   
 To the right of the tabs there are icons allowing the user to quickly access printable and 

email-able forms (circled below). 
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View a Computer-Generated Facsimile of the Plan: 
 
To view a facsimile of the paper document created, click “View IIP Form” or click the  
icon.  
 

 
 

Create a High-Quality, Printable Version in PDF Format: 
 
 To create a PDF formatted plan which will allow the plan to be saved to the user’s 

desktop, click the  icon. A dialog box appears. Select “OK.” 
 

 

 The user may either save it directly to a file on the computer or choose to view it first 
and then save it later. 
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 The instructional plan is converted to a PDF document and, if “Open” was selected, is 

displayed on the computer screen (example below):  

 

 PDF files are designed to fit onto 8 ½ by 11 sheets of paper and usually produce a 
clearer image to print than one generated directly onto the computer screen. Use PDF to 
print quality copies or to send the document via email. 

 To save, click “Save a Copy” and follow the prompts to save the document to the 
computer. 
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Email the Supplemental Plan and/or Notes to Team Members: 

 The application also allows users to email team members directly from the student’s 
record and attach a PDF of the plan. This is especially beneficial to those who do not 
have access to the database but who play an important role in the instructional plan (i.e. 
parents, other providers).  It also allows for additional communication with other team 
members throughout the process. 

 To initiate an email to other team members, click the  icon. A screen similar to the 
one below will appear:  

 
 

 The “team” includes, by default, the teacher(s) and the parents (if an email address has 
been entered in the General Info – Student Data tab).  

 Each of the “default” members on the team will receive this message unless the user 
changes the recipients. To change who receives the email, use the radio buttons next to 
each person’s name to identify whether the person will receive the email as a “to”, a 
“cc” or will not receive the email (“None”). 

 The last line in the recipients section is for “Other”.  This is where other team members 
may be included by entering their email address. Multiple recipients may be added by 
placing a comma and space between each address (e.g. dkrager@nwaea.k12.ia.us, 
cbaird@nwaea.k12.ia.us).   

 Enter in a subject and type the message. 

 Select the attachments to send by clicking the box next to the item– note that the 
General Education Instructional Plan Form is a choice as are any documents that have 
been uploaded to this plan. 
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 Click “Send Email” and verify your desire to send by clicking “OK” to the dialog box 
which will appear: 
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A confirmation message indicates successful delivery: 

 
 
 Recipients receive an email that looks similar to the one below:  
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Entering Data in the Recommendations Tab  

Team Recommendations Section 
 
Note:  Click on the “Recommendations” tab to view the screen below.  

 

34. Select one from the pull-down menu of possible dispositions to indicate the team’s 
recommendation: 

 
Possible dispositions are - 

A. Discontinue Plan/Intervention Successful  
B. Review Plan Next School Year 
C. Moved out of State 
D. Moved/Transfer Within State 
E. Transfer Within District 
F. Withdrawn (family request) 
G. Discontinue Plan for Other Reasons 
H. Further Consultation with Others 

 
A.  Discontinue Plan/Intervention Successful  

 Select this option when the team, based on the review of progress data, 
determines that the instructional plan was successful in raising the student’s 
performance to an acceptable level and that there is no longer a need to 
document progress or decision making in the Supplemental Plan. 
 

B. Review Plan Next School Year 
 This recommendation is most often used at the end of a school year and the 

team decides that the instruction plan should continue at the beginning of 
the next school year. Selecting “Continue Plan Next School Year” makes 
the current plan complete AND simultaneously creates a new copy of the 
plan for use next school year. The summer dates are not calculated in the 
total number of days on plan.  When the plan is saved, another copy is made 
and called “new” making it easily identifiable when users and staff return at 
the beginning of the next school cycle. 

34 
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C. Moved Out of State 

 The student has moved out of Iowa, and the instructional plan will be 

discontinued. 

 

D. Moved/Transfer Within State 
 

 Select this option if the student moves to another Iowa school district.  
Depending on the district, personnel in that school may be able to access the 
student’s instructional plan.  NOTE:  this function is temporarily disabled.  

 
E. Transfer Within District 

 
 Select this option if the student will be moving to another building within 

the school district mid-year.  This allows the plan to be transferred to that 
school’s list with access privileges assigned to a new teacher and team. 

 
F. Withdrawn (family request) 

 The family has requested the student be withdrawn from intervention, and 
the instructional plan will be discontinued. 

 
G. Discontinue Plan for Other Reasons 

 
 Choose this option when the supplemental instruction plan is to be 

discontinued for another reason for which there is no menu option available.  
Examples might include a change in instructional focus, identification of 
issues affecting student performance that were not known at the beginning 
of the supplemental instruction plan, etc. 
 

H. Further Consultation with Others 
 

 Choose this option when the supplemental instruction provided has led the 
team to seek additional expertise to address the problem. (i.e. referral to 
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outside agencies, suspicion of an educational disability warranting 
consultation with AEA Special Education expertise, etc.) 
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35. Plan End Date.  This is the date that the team, based on review of data collected during 

the instructional plan, makes any final recommendation other than “Moved/Transfer 
within State”.  The “Plan End Date” will auto-fill with the current date but may be 
overwritten with the actual date of completion if different.  Remember to use a two-
digit date and month and a four-digit year. 

 
36. Summarize any additional follow-up steps or activities here. 

Note:  Be sure to click “Save Changes”.  
 

37. Summary of the individual’s rate of progress when compared with expected 
performance. 

 
Provide a brief narrative description of the team’s conclusion about the student’s rate of 
progress and comparison with expectations. 

 

35 

36 
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The Reports Screen 
 
The Reports Screen is located in the “Reports” tab (circled below). At this location reports 
pertinent to instructional plans can be accessed, viewed and printed. 

 
 
The application allows the user access to all schools or districts based upon assigned 
responsibilities. This security feature ensures adequate private data protections for children 
and families – only those authorized to view and work with particular students have access. 
At the top right corner of the welcome screen, the district and school that the user is 
currently logged into are displayed. In this case the user will only be able to access and see 
reports related to Waukee Middle School.  
 
Users have access to several reports in the system, all which are accessible via the links on 
the reports page (see above).  

Building a Report 
 
The following is the basic structure of the reports. 

 

 The “Report Title” indicates the report selected. 

 “Output Type”.   There are three options to select from:  
 “Viewable” allows viewing on the screen; 
 “Printable” allows for a version that can be printed after viewing; and 
 “PDF” creates a PDF file that can be saved to a computer. 
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 The “As Of Date” defaults to the current date. If users need to view historical records 
this may be changed to an earlier date.  

 “Building” is defaulted to the current building (or in some cases district) that the user is 
currently logged into.  If a change in building is needed click on the word “Building”.  
Choose a new building from the list that appears.  

 
 When the “Create Report” button is selected the report will generate (see example 

below). 

Overall Statistics Report 
 
This report provides an overall picture of the General Education Instructional Plan efforts 
for the selected building or district. The depiction below shows a sample Overall Statistics 
Report. The key information is described in the text boxes below. 
 

 

Indicates the date, the number 
of plans and the building or 
district being reported. 

Title describes the 
report generated. 

Gives a number and percentage of plans on 
file by new, active and completed. 

Breaks down the plans by 
instructional areas, again 
showing a number and a 
percentage. 

Identifies how students 
were initially identified 
as needing an 
instructional plan. 

Number and percentage of intensive 
and supplemental plans. 
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Active Plan Status Report 
 
This report provides a picture of the intensive instruction efforts for the selected building or 
district as it relates only to Active plans – plans currently being implemented. The 
depiction below shows a sample Active Plan Status Report. The key information is 
described in the text boxes. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Provides 
information about 
the instructional 
areas being 
addressed by 
currently active 
plans and provides a 
tally summary 
below. 

Identifies the 
teachers and 
District 
Contact 
involved  
followed by a 
tally below. 

Indicates the 
current number of 
phase changes of 
each plan, a tally 
of totals and the 
average number 
of phases per 
plan. 

Indicates the 
current number 
of days on a 
plan, a tally of 
the total days 
and the average 
days on a plan. 

Provides 
student 
name and 
grade 
info. 
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Completed Plan Status Report 
 
This report provides a picture of the instruction efforts for the selected building or district 
as it relates only to Completed plans. The depiction below shows a sample Completed Plan 
Status Report, with key information text boxes. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Provides 
information about 
the instructional 
areas addressed in 
completed plans 
with a tally provided 
below. 

Identifies the 
plans results 
and provides 
a summative 
tally. 

Identifies the 
teachers and 
District staff 
who oversaw 
the plans with 
a tally at the 
bottom. 

Indicates the 
number of phase 
changes for each 
plan, tally of totals 
and the average 
phases per plan.  
The next column 
also indicates the 
total days for each 
plan, a tally total 
and the average days 
on a plan. 

Provides 
student 
name and 
grade 
info. 
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Data File Export 
 
This feature allows the user to export key information from the General Education 
Instructional Plan system for use in programs such as Excel.  This should only be run if the 
user has a firm understanding of exporting data and a clear and specific purpose for 
needing to download the data to Excel. 
 
Below is a depiction of the Data File Export selection screen. When building the file, first 
select the output type – either text or Excel file – the plan type and the plan status. Deselect 
any data that should not be included in the export file by clicking on the checked box (box 
should now be blank).  Click on “Create File” to download the data into a spreadsheet. 
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The Admin Tab: Administering U sers 
 
The Admin Tab is the location where a plan Administrator can add and/or update district, 
building and other user information.  Depending on a User’s access level some of the 
following screens will be displayed and some will not. 
 
Similar to other sections of this application, only those users assigned to the building will 
be displayed.   
 

 
 
Once the “Building” option is selected, a listing of all of the buildings within a district will 
be displayed along with a Regional Administrators/Regional Facilitators name assigned to 
each building.  When a user sends an email on a student within the application the Regional 
Administrator assigned to the building also receives an automatic email.  
 

 
 
If a building has a change in a Regional Administrator’s assignment, click on the building 
and a screen will open up allowing the user to select and assign a new Administrator (see 
below).  If the administrator is not listed in the pull down menu that person will need to be 
given access to that District/Building. 
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The “Student Find” option is available to help when looking in the system for a student 
(see two windows below). 
 

 
 

 
 
When selecting a “Permissions Report” a menu will appear with a pull down arrow 
alowing an Administrator to print a list of all users that have permission within a district or 
building.  This is helpful when determining if users are the same from year to year within a 
district (see two windows below). 
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Staff Assignment Utility.  This allows an administrator to change staff assignments within 
a district or building.  This would be used at the beginning of a school year, after 
retirements and new hiring has taken place.  The objective of this utility is to change the 
name of the former staff to the new staff and allow access to existing plans for the new 
staff. Make sure before starting this utility that the new hire teacher has been added with 
access to the district or building. Also make sure that the “former” teacher or “retiree” has 
not been deleted from the system at this time. 
 

 
 
After “Staff Assignments” is selected a window opens for the utility.  A teacher’s name is 
entered in the format, first name then last name.  The teacher’s name that is entered should 
be the “former” teacher or the current teacher listed on the plan. 
 

 
 
After entering in the “former” teacher’s or current teacher’s name and clicking on “Search” 
the teacher’s name should be displayed below.  If there is more than one teacher with the 
same name or if the same teacher has access to multiple buildings they will all be displayed 
below.  Select the check-box under the “Pick” category of the teacher who is leaving. 
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After selecting the teacher who is leaving another window will open asking the 
administrator to search for a staff person who will be replacing the former teacher.  The 
administrator enters in the new hires name in the format, first name and then last name. 
After entering in the new teacher’s name click on “Search”. 
 

 
 
The new teacher will appear in a listing below.  If the new teacher already has access in 
multiple places the name will display more than once.  Select the correct name by clicking 
on the red circle under the “Use” column. 
 

 
 
 
Adding or Modifying a User 
 

 
 
To add or modify a user, click on the link titled, “User Table” (circled above). A selection 
screen showing all of the current users with privileges to the district and/or building will 
appear (see below). To add a new user, click the “Add New User” button that appears in 
the upper right hand corner. 
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A blank template appears like the one below.  
 

 
Complete the information as follows: 
 

 User Name. It is suggested that the user name follows the format of first name, last 
name, such as “faye.desmit”. 

 Password: Utilize a universal, simple password for the region. For example, for 
every new user entered into the system log in, give them the password “start” or 
“new.” Then click the box next to (force change at next login). This will allow the 
individual user to self-select and self-manage their password so that the 
administrator does not have to need to keep track of user passwords. 

 Full Name & Email: Type the user’s full first and last name and their email 
address. 

Assigning Access Levels and Privileges  
This is an important part of assigning a new user and is a two part process:  Access Levels 
and Privileges. 
 

 Access Level: The selection of the access level will determine what buildings the 
user will have access to. The levels are as follows: 
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 1– LEA Staff. This level is designated for any LEA staff member (e.g. 
teachers, principals, superintendents, etc.). 

 2 – District Contact. This level is designated for any District staff 
members. 

 3 – System Admin. This level provides a user with full and complete access 
to the entire system – all schools, all districts, all plans in the state.  It is 
reserved for use by certain designated state level administrators of the web-
based Supplemental Plan and the OGC (Operations and Governance 
Council) that provides oversight and management of the application. 
 

 Privileges:  The selection of the privileges is as follows:  Add/Update Users; See 
Others IIP Forms; View Only. 
 

 

 
 
 

 Add/Update Users. Selecting this box enables the user to add new users to 
the system. People with this designation may only add new users below or 
up to their access level.   

 See Others IIP Forms. Selecting this box allows the user is able to view all 
plans within their assigned buildings.   

 View Only. This provides a user access to records but does not allow 
editing privileges – some principals or central office administrators may 
desire this option to avoid inadvertent data entry. 
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When the administrator is unable to find a user and a message appears saying that the user 
already exists, two places to check are the “Orphaned users” and the “Duplicate User 
Accounts”.  “Orphaned Users” are accounts that are not viewable because district or 
building access privileges were not assigned.  “Duplicates” are when the same person has 
more than one account. When either link is selected a window will show revealing the 
users with “orphaned” or “duplicate” accounts. Select the name below.  
 

 
 
Below is an example of an “orphaned user”.  The user did not have any district or building 
assigned so the access rights have been unable to display.  After adding district or building 
access the user will appear in the “Users” list for the district. 
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“Mass Add Users” is an option that administrators can use to save time when adding 
multiple users to the same district and/or building. After selecting the “Mass Add Users” 
option a window is displayed in which the administrator can add several users at once and 
click on the “Add Users” button.  All of the staff names will be added at the same time. 
 

 
 
 

 
 
 


