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Academic Success Plan (ASP) Procedures
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Academic Success Plan (ASP) Procedures

Step 3

%= 0000 Polk County District Dffice / D607 / Data Source: / Genesis AIP Menu

TO ADD or UPDATE an ASP
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Click the ASP Record
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Step 4
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STEPS FOR ADDING A NEW
ASP RECORD
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Type the Student ID
number

or
Click Name Search to
locate the student

Click the Add icon

Select Teacher
Judgment

Select ASP Printable

Click Needs Tab and
select subject needs
for that student.

Note: In order for the ASP to
save you must select at least
one area of need (Phonics,
fluency, number sense)

|_— Click Save

REMINDER:

e | Name Search

fd | Cancel | Delete

| 2
" ISP Pt
oy els ol S

If you mistakenly add a
student who should not have
an ASP, vou may delete the
record.
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Step 5 mntademitSuuessPIanFurm

AGE

TO COMPLETE A STUDENT
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(yae evet Schnol Year (78

ASP RECORD

T Expecatons o he PareniGuardar T Expectatons o Schac|Teacted)

Comparisons and Cause/Efect ’_ ’_
Reference and Research ’_ ’_
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Type Student ID
number

Type in the completion
date the student
completed ALL
requirements for ASP

Click the Save button

/)

NOTE 1: Inputting a
completion date will remove
ASP off the Elementary
student’s report card.

NOTE 2: You do not have to
input a completion date on
your student’s ASP records
at the end of the year. ASPs
are generated each year
based on retention and failing
portion (s) of the FCAT or
SAT 10.

NOTE 3: To print an ASP,
click Quit to return to the ASP
Menu.
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Step 7

;. Print ASP Forms

/0]

ASP Print Center

School ’DDU? I

~ Pt Criteria

¥ Oty NewModtied 45Ps
¥ Oty dictive Shudents

¥ ByLevel
{* By Grade
(" Single Student
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~Sot

% Homeroom Teacher, Name

(" Grade Level, Name

(" Teacher, Perind, Name

(" Grade Level, Teacher, Period, Name

[ 3
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Quit

| —

/
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ASP PRINT CENTER
OPTIONS

This will default to your school
number

| —e Select Check Box if you
want to print Only
New/Modified ASPs.

NOTE: If the ASP’s have been

viewed already, you will need
to unselect this box to print.

PRINT CRITERIA

By Level: MUST be selected

T~ Select Level

Grade:

AN

N By
\ Select Grade Level

i, Print ASP Forms

M= E3

ASP Print Center

School IDDD? I
~ Print Criteria

[ Only New/Modified A5Ps
[ Only dctive Students

{* Bylevel I j"
" By Grade I i
" Single Student |

~ Sort Order

" Homeroom Teacher, Name

" Grade Level, Name

" Grade Level, Teacher, Periodﬁmj

{" Teacher, Perind, Mame

N.Single Student:

N\

You can also select the desired
Sort Order for printing.

Enter Student number

Click the radio button
in front of the sort to
select

Click the Print button

NOTE: ASP’s are printed

on leqgal
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Step 8
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To Change the Primary
Instructor

e Access the student’s
Basic Demographics
Screen for the student

Click the Local tab

Click the pull down of
the Instructor in the
subject area to be

changed
I Inatructor Mok Lock Loursslr |1}
[ | [waer Teess B | | rra—
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Heken

e Click on the teacher's
name from the list of
instructor

Note: If you change the
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Basic Demagraphics

Lacker Number PK Prior Lunch Period

Lock Combination PE Curr Track Code

Lock Serial Mum Parking Permit Mum Diivers Lic-#

Tiansfer Code

Transfer Date

Receiving Sch

Zone Sch

Tiansfer Comment

Primary Instructor, you must

lock the change or it will be

refreshed.

Schedule

Attendance .

Gradss To Lock this Instructor as
Discplne the Primary Instructor for
Mext Student

Student Look-Up

Primary [rstructor Math Lock 2 royselor

IDEA Fund Source

‘Withclraw

that Subject
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Primary Instructor Soisnce ™ Missing Child
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Home School  Special Site
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Military Family Student
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Student Surnrmary|

Quit

U;%e

Click the box at the end
of the instructor's name
under Lock

Click the Update button
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Step 9 ‘2= 0000 Polk County District Office / 0607 / Data Source: / Genesis AIP Menu PRINTING VARIOUS
REPORTS
. - — Click the Student ASP
| Bt St A2 = pepen List by Teacher icon
[ Click the Student ASP
List by Center icon
NOTE: Both reports will
T Guit create spreadsheets
Step e : From the Report Manager
st SR .
10 | Aupon Numbaere [ Demographic screen.
Meport Deseiption Scheduling
S o e Click the
Tr;m; Miscellaneous
wors Category
iSashan )
¢ Click the Dynaport tab
e Double-Click report
D-MIS00009 (Academic
Success Plan List)
e Click the Excel icon
Report Desciyuion — to create and view the
Academic Success Flan kst Quit report
|i|:tns-:ltE:«cI Bookl This report will give you a list of
X]Fe ESt fiow Inoot Fomot Took Dot Window Heh ’
DGHRBRY sRBJ o 8k NI DS ™ - e ASPsthathaveorhe_lvenot
o G been updated by subject and
- . . Humguum . IleuFdirlg H.e'dfing . l . . WIiIIEHQ ‘Miz‘n! Whether your SChOOI IS ready to
1|l.;raﬂa!§ludunlnamu Student  teacher  Heading teacher updated Math Math teacher Math updated Writing teacher update prlnt
212 zzTestAstudillo, Heather 5300004471 Y Y
Things to Remember!!
1. All Teacher Judgments will need to be added by the schools.
NOTE: You will not be able to add scores on Teacher Judgments
2. If you receive “ Access Denied” when you access Local Menu or Academic Success Plan,

please ask your Principal to add ASP Update to your profile via the User Profile Editor or
complete the Genesis Access Request Form located in Outlook by completing the following
steps: Click Tools > Forms > Choose Forms > Double click Genesis Access Request >
Complete the first page >Click School Access, select ASP Update, and Click send. The
request form will be sent to Ginnie Allen (Security) and Tom Ray (Director)

NOTE: The Genesis Access Request Form must come from your Principal
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Q & A Section

1. How will the continued ASPs show up on the Report Card?

A new ASP will be generated each year based on student retentions and student failure
of portions of the FCAT or SAT 10, but you will need to add ALL Teacher Judgment.

2. Why does ASP not appear on a student’s report card when it should?

a. Check to see if the student has an ASP Record in Genesis

b. Check to see if there is a completion date posted on the ASP Record in Genesis.
If so, remove the date, be sure to select ASP Printable, and Save

C. Check to see if the student is withdrawn

d. ASPs are not generated for grade 12 students.

3. Why wouldn’t the ASP Record | just added print?

a. Please be sure you have selected the correct grade category for your students. If
your school service PK-8 or 6-12, they will print according to the grade category.
For example, typing E will print only students in PK-5; M for 6-8; and H for 9-12

b. Check to see if the student is withdrawn

C. Check to see if ASP Printable is checked on the student’s record.

4. What if | need to print another ASP Form for a student?

On the ASP Print Center screen, you can print a student's ASP by selecting Single
Student and typing the student’s ID number.

5. What do | do with the hard copies of the ASPs at the end of the school year?
Check with Administration at your school
6. Does a student need an ASP if they already have an IEP?

FLDOE does not require an ASP to be written for student that have a federally required
student plan, such as an individual educational plan that address the areas of academic
need. For example, if a student’s IEP addresses reading, then an ASP for reading would
not need to be written.

Contact Information

Elementary School questions related to the ASP Form
(863) 534-0643 or 51456

Middle School questions related to the ASP Form
534-0956 or 53402

Secondary School questions related to the ASP Form
(863) 534-0624 or 51439

ALL Technical Questions for ASP in Genesis and the Polk Portal
Information Services
(863) 534-0756 or 51551
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