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@ STRATEGIES cognia

Overview

The Strategies tool is part of the Cognia® Improvement Platform. For assistance logging in and accessing the
Improvement Platform, please refer to that guide.

This guide provides instructions for users who are creating School Improvement Plans.
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Starting a New Plan

Follow these steps to start a new School Improvement Plan.

1. Select the Strategies menu from the left-side navigation, and then click New Plan. This opens the New
Plan page (or if you have access to multiple institutions, first click the institution to open).

2. From the Start a Plan tab, click the Start a Strategic Plan button. This opens a new plan box.

cognia-

My Home

Strategies » New Plan

Sirategies Cognia Test School
Overview
Start a Plan Current Plans

New Plan

S E Cognio® Strategic Thinking and Planning empowers school and system leaders to build sustainable, impactful plan

Archived Plans facilitate:

Manage Tags

¢ i « Moving beyend compliance activities to establish long-term improvement.

* Focusing on the holistic needs of students.
Surveys * Secking meaningful stakeholder involvement and shared decision-making.

To start your plan, click on the button below " Start a Strategic Plan". Once you have created a plan, you can go bad

Evidence Library

Starta Strategic Plan
Contact Us

Plon Name Start Year End Yeor

3. Enter a Plan Name.

4. Select a Start Year from the drop-down. C wacktopin
5. Select an End Year from the drop-down. Plan Information

6.

Click the Save button. This creates your
plan and adds it to your Current Plans
page.

7. Click the Back to Plan button to continue.
This opens the plan.
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Completing a Plan

School Improvement Plans contain four phases that must be completed, each with their own set of sections
(subphases) and items that must also be completed.

Envisioning
Planning
Implementing

Evaluating

Important: A phase must be marked as complete before the next phase becomes available in the plan.

Plan Information & Instructions

The Plan Information & Instructions contains four sections. These sections do not get marked as complete but
can be reviewed by clicking the Resume or Start button to the far right.

Plan Information: This section shows the Plan Name, Start Year, and End Year. Edits can be made if
necessary.

Instructions: This section provides instructions for how to complete the plan.
Feedback & Comments: This section is for providing and reviewing any feedback.

Tags: This section displays all tags that have been created in the tool.

Strategic Thinking and Planning

Plan Information & Instructions
Section
Plan Information
Instructions

Feedback & Comments

poag’

Tags
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Envisioning Phase

The Envisioning phase contains five sections that must be completed.

e Determine Current Reality
e Explore The Future

e Synthesize Results

e Envisioning Summary

e View Envisioning Summary

Envisioning

The envisioning phase expands on an institution’s view of its current reality and potential future to estoblish a foundation for decision-making around

goals and strategies.
Section
Determine Current Reality
Explore The Future
Synthesize Results
Envisioning Summary

View Envisioning Summary

r

p v P y -

s

s

s

Follow these steps to complete the Envisioning phase.

Determine Current Reality

1. From the plan, click the Start button to the far right of Determine Current Reality.

a. For every topic (Learner, Institution,
Community), assign evidence to
each of the items by adding new
evidence or by selecting from the
evidence library.

b. At the end of each topic, enter a
summary of the analysis completed in
the Analysis and Summary field.

c. When the section is complete, click
the Mark Section Complete button.
This updates the section to show it
Marked as Completed and returns
you to the plan. (If you missed any
required field, the field will be
highlighted with a red border.)

cognia

‘Community Profile Data

Community Invalvement

Here you will add and assign all evidence relevant to Community involvement.

Analysis and Summary of Community Deta(?

Limited data ore

PR - | oo

“““““““
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Explore The Future
2. From the plan, click the Start button to the far right of Explore The Future.

Envisioning
The envisioning phase expands on an institution's view of its current reality and potential future to establish a foundation for decision-making around goals and strategies.

Section Action

Determine Current Reality m

Explore The Future

Stort
- s a J —

a. For every topic (Social Trends, Technological
Trends, Economic Trends, Political Trends), assign
evidence to each of the items by adding new evidence
or by selecting from the evidence library.

Analysis and Summary of Economic Trends Data

Information, items to purchase, etc.. is personalized

b. At the end of each topic, enter a summary of the
analysis completed in the Analysis and Summary
field.

c. When the section is complete, click the Mark Section
Complete button. This updates the section to show it
Marked as Completed and returns you to the plan. (If
you missed any required field, the field will be
highlighted with a red border.)

Political Trends

Here you will add and assign all evidence relevant to Political Trends.

Analysis and Summary of Political Trends Data

Virtual communication

Synthesize Results

3. From the plan, click the Start button to the far right of Synthesize Results.

Envisioning ”
The envisioning phase expands on an institution's view of its current reality and potential future to establish a foundation for decision-making around goals and strategies.

Section Action

Determine Current Reality
Explore The Future m
Synthesize Results

STRATEGIES USER GUIDE 6 of 36
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a. Enter a statement in the Institution's Vision field.
b. Enter a statement in the Institution's Mission field.
c. Enter beliefs in the Institution's Beliefs field.

d. Add a strategic theme by clicking the Add Theme
button.

i. Select a Priority number from the drop-down.
ii. Enter a Priority Statement.

iii. Enter the major area of focus in the Strategic
Theme field.

iv. Select a Key Characteristic from the drop-down.

v. Click the Save Strategic Theme button. This adds
the theme to your plan.

e. When the section is complete, click the Mark Section
Complete button. This updates the section to show it
Marked as Completed and returns you to the plan. (If
you missed any required field, the field will be
highlighted with a red border.)

Strategic Themes
Add Theme

Priority Statement Strategic Theme Priority

If student preparedness varies greatly is
inconsistent, then we must provide more active,
personalized learning opportunities to support
student readiness for middle school

As we face educotor shortages and utilize
uncertified staff tofill positions, we must provide
choice programs for professional development Staff Stability 3
toward advanced certification progroms to stabilize
teaching staff.

We lack high rates of involvement from parents and
businesses, so we must provide proactive
communication and strategic involvement
opportunities for parents and other community:
members.

Students need to be engaged fully in the school
experience so we need to develop a school
environment where all students feel intellectually
safe and have opportunities to succeed,

If we expect teachers and students to use
technology in the real world, we must provide
sufficient technology resources to students and
teachers in all classrooms.

< Back to Envisioning m Mark Section Complete

Personalized Learning Experiences 1

External Stakeholder Engagement 5

Engaging Learning Environment 4

Technology 2

cognia

Synthesize Results

This subph in

ing how the current reality and future trends align. Gaps and connections will be examined ta de
Institution's Vision: @

BIUS 2@ HH EZ xx = MNml : SmSei : N : AE o % T

Our vision is that every student is achieving at his or her maximum potential in an engaging, inspiring, and challenging enviran

Institution's Mission: ()

o
-
S
o
z
z
i
iii
n

omol 4 SasSell ¢ MNomad ¢+ AW o @ K

To ensure all students receive a world-class education that prepares the ssin college, career and life.

Institution’s Beliefs:

B I UG M #» HH E= xx = MNml 3 SamsSeif g Nomal § AW o @ &

We believe all students can leamn given equitable opportunities. It is our responsibility to prepare students for the future and pr)

Strategic Themes

Priority Statement Strategic Theme Priority

Strategic Theme Information

Priority

Priority Statement®

Strategic Theme®

Key Characteristic

Save Strategic Theme & Bock to Strategic Themes

STRATEGIES USER GUIDE
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Envisioning Summary
4. From the plan, click the Start button to the right of Envisioning Summary.

Envisioning
The envisioning phase expands on an institution's view of its current reality and potential future to establish ion for decisi king around goals and strategies.
Section Action

Determine Current Reality
Explore The Future
Synthesize Results
Envisioning Summary

a. For every section (Current Reality, Exploring the
Future, and Strategic Themes), review the
information that was entered and make any edits, if Anclysis nd Summary of Pofical Trnds Deta
necessary. Virtuol communication

b. When the section is complete, click the Mark
Section Complete button. This updates the section
to show it Marked as Completed and returns you to Strategic Themes
the plan.

Priority Statement Strategic Theme Priority

Personulized Learning Experiences 1

A to

. Staff Stability 3
ertification

Externol Stakeholder Engagement

igaged fuly in the school experience
50w need to develop o schosl
students feel intellectualy safe ond hove opportunities to

ment where ail

Engoging Leorning Environmen

If we expect teachers and students to use technology in the
real world. we must provide sufficient technology resources  Technolagy 2
to students and teochers in oll dassrooms.

Feedback & Comments

View Envisioning Summary L

5. From the plan, click the Start button to the far right of View Envisioning Summary.

Envisioning
The envisioning phase expands on an institution's view of its current reality and potential future to establish a foundation for decision-making around goals and strategies.

Section Action

Determine Current Reality m
Explore The Future
Synthesize Results
Envisioning Summary

View Envisioning Summary

< Back to En

a. Click each output you want to download — Single PDF Page or
HTML Download.

b. When you are done, click the Back to Envisioning button.

Lincoln Elementary School 3 Envisioning » View Envisioning Summary

Envisioning Summary

PDF Single Page

HTML Downiood

STRATEGIES USER GUIDE 8 of 36



STRATEGIES cognia

6. After the sections are complete, click the Envisioning Phase Complete button from the plan. This opens a
confirmation box.

Envisioning
The envisioning phase expands on an institution's view of its current reality and potential future to establish a foundation for decision-making around goals ond strategies.

Section Action

Determine Current Reality
Explore The Future
Synthesize Results m
Envisioning Summary m

View Envisioning Summary

7. Click the Yes button to confirm. This makes
the neXt phase ava”able |n the plan . (EdItS You are marking this section complete. You will be able to reopen and edit this section as needed. Would you like to proceed?

can still be made.) % N
fes o

Note: Marking the Envisioning section

completed makes the Outputs section

available at the bottom of the plan. The Outputs section contains the PDFs that are available to be
downloaded. Click the Start button to the far right of Outputs to generate and download a PDF.

Envisioning
The envisioning phase expands on an institution's view of its current reality and potential future to establish a for decisi king around goals and strate
Section Action

Determine Current Reality m
Explore The Future m
Synthesize Results m
Envisioning Summary m

View Envisioning Summary

Planning

The planning phase is about identifying initiatives, outcomes, and measures; prioritizing initiatives; and, the to
Section Action
Create Objective and Critical Initiatives w
Identify Outcomes and Key Measures
View Strategy Map

Create Annual Plan

Section Action

Outputs

Planning Phase Complete
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Adding New Evidence to an ltem

Follow these steps to add new evidence to an item.
1. Under the item, click the Add & Assign Evidence button.

Learner

Learner Achievement

Here you will add and assign all evidence relevant to Learner Acheivement.

Add & Assign Evidence Link from Evidence Library

2. Enter an Evidence Title.

. . . Evidence Information
Enter a Description for the evidence record.

Evidence Title

4. Selecting evidence:

a. To add a file, click the Choose Files button and then select the
file to add. (Only doc, excel, and PDF file types are allowed.)

b. To add a URL, enter the URL in the Evidence URL field.

c. Select one or more options from the Evidence Purpose drop-
down. If you selected Accreditation or Certification:

Description

d. Select one or more options from the Cognia Performance

Standards V.22 drop-down. Evidence Fie
. . No File Selected
e. Select one or more options from the Evidence Type drop-down. evdonce URL

5. When you are done, click the Save button. This adds the
evidence to the item and to the Evidence Library to be used in
other areas of the platform. Evkdence Furpose

Accredidation

Cognia Performance Standards v.22

Evidence Type

STRATEGIES USER GUIDE 10 of 36
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Adding Existing Evidence to an ltem

Follow these steps to add existing evidence to an item in a plan.

1. Under the item, click the Link from Evidence Library button. This opens the list of evidence records that
are available in the Evidence Library.

Learner

Learner Achievement

Here you will add and assign all evidence relevant to Learner Acheivement.

2. Find the evidence record you want to add.
Tip: You can search the list, sort the list by
clicking on a column header, export the list to
Excel by clicking the Export icon, and

navigate using the Iltems per page drop-down Tite Descripton Purpose &

and page arrows. [ e |
3. Click the Assign button to the far right to add Log Netes Stategies Assign

it to the item. (Click the Un-Assign button to Test Test Aceredidotion

remove any evidence assigned and no longer

needed.) =

4. When you are done, click the X button at the
upper right of the list. This returns you to the item.

Removing Evidence from an ltem

Removing evidence from an item in a plan does not remove the evidence from the Evidence Library or any other
plans to which it is assigned.

Follow these steps to remove evidence from an item in a plan.
Note before proceeding: You will not be asked to confirm this action.
1. Under the item, find the evidence record you want to remove.

2. Click the Un-Assign button to the far right. This removes the evidence from the item.

Learner Perceptions

Here you will add and assign all evidence relevant to Learner Perceptions.

Add & Assign Evidence Link from Evidence Library

Title Description Last Saved Purpose &

—
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Viewing or Editing Evidence in an ltem

cognia

When evidence from an item is edited, it is automatically updated in the Evidence Library and in any

other plans to which it is assigned.

Follow these steps to view or edit the evidence assigned to an item in a plan.

1. Under the item, find the evidence record you want to view or edit.

2. Click the View/Edit button to the far right. This opens the evidence record.

Learner Perceptions

Here you will add and assign all evidence relevant to Learner Perceptions.

Title Description Last Saved

2025 Student Survey Results Student surveys regarding instruction

3. View or make any changes to the evidence
record.

4. When you are done, click the Save button.
This updates the evidence in the item and in
the Evidence Library and returns you to the
item. (Click the Back button to return without
saving any changes.)

Planning Phase

Important: The Planning phase is not available
until the Envisioning phase is marked complete.

The Planning Phase contains four sections that
must be completed.

e Create Objective and Critical Initiatives
¢ Identify Outcomes and Key Measures
e View Strategy Map

e Create Annual Plan

Planning

Purpose

Strotegies

o 23

Evidence Information

Evidence Title

2025 Student Survey Results

Description

Student surveys regarding instruction

Evidence File

Choose Files Na File Selected

Name

2022 Summer Survey Results

Evidence URL

Evidence Purpose

Strategies

Evidence Type

Stakeholder Perception

e - |

The planning phase is about identifying initiatives, outcomes, and measures; pri initiatives; and,

Section

Create Objective and Critical Initiatives
Identify Outcomes and Key Measures
View Strategy Map

Create Annual Plan

&
=
size Action Uploaded Date
0.1MB View Dewnload 09/09/2025

Action

tal

(] [
a ES

tay

Start

STRATEGIES USER GUIDE
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Follow these steps to complete the Planning phase.
Create Objective and Critical Initiatives

1. From the plan, click the Start button to the far right of Create Objective and Critical Initiatives.

Planning

The planning phase is about identifying initiatives, outcomes, and measures; prioritizing initiotives: and. the
Section Action
Create Objective and Critical Initiatives Start

You must add an objective and critical initiative to each strategic theme in the plan.
Click the theme to expand it.

Click the Add an Objective button.

Enter an Objective_ Create Objectives and Critical Initiatives

Click the Save button. This adds the
objective to the theme and makes the option
to add critical initiatives available.

During this subphase, improvement teams turn each priority into an objective and use evidence-based practices to address and achieve

o o T P

Objectives

Create an objective to address each priority statement/strategic theme. Each objective should be written at a high-level to reflect improve
Objective to add Critical Initiatives.

Strategic Theme Priority

A Staff Stability 3

[ e

Objective Information

Strategic Theme

theme

Objective®

How are we going ta achieve the priarity?

- R
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Click the objective to expand it.

Create Objectives and Critical Initiatives

Click the Add Critical Initiative button. B S e A T D T D e o e e e

Enter a Critical Initiative.

Objectives

Select a Critical Initiative Priority number Crate an objective to adress coch pririty statsmentistrtegie therme, Each abjective should be writon ata hghleve o relect improvernent o
Objective to add Critical Initiatives.
from the drop-down.

i. Click the Start Date and End Date calendars ST e
to select a window. 2 EERILY :

@ ™o

j- Assign Tags by adding a new tag or by Objctive
selecting from the existing tags. P chen eran o e de gt ot e e g s

teaching staff

k. (Optional) Enter any final Comments.

. When you are done, click the Save button.

Critical Initiative Information

m. When the section is complete, click the Mark
Section Complete button. This updates the section | criica mtetive?
to show it Marked as Completed and returns you to | vinssuwinwe o o v it et

the plan. Realocote human and fcol esources ta manoge chiceprogeam ond provide teocher supgent

Create Objectives and Critical Initiatives

During this subphase, improvement teams turn each priority into an objective and use evidence-based practices to a

Objectives Critical Initiative Priority

N - Pleose assign o priority nus er b ch Critical Initiative
Create an objective to address each priority statement/strategic theme. Each objective should be written at a high-lew eose azsign a priarity number to each Crifical Infiative

Objective to add Critical Initiatives.
2

Strategic Theme Priority Start Darte:
~  Staff Stability 3 B
~  Extemal Stokeholder Engagement 5 End Date:
~ Engaging Learning Environment 4 =
~ Technology 2

Critical Initiative Tags

< Back to Planning m Mark Section Complete Please creote oll togs associated with the critical initiotive and moke sure to assign them below.
———

Comments:

i

sae NG
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Identify Outcomes and Key Measures
2. From the plan, click the Start button to the far right of Identify Outcomes and Key Measures.

Planning ~
The planning phose is about identifying initiatives, outcomes, and measures; prioritizing initiatives; and, communicating the to
Section Action
Create Objective and Critical Initiatives m
Identify Outcomes and Key Measures
—

You must add intended outcomes and key measures to every critical initiative for each strategic theme in
the plan.

a. Click the theme to expand it.
. " T . Identify Outcomes and Key Measures
b. Click the critical initiative to expand it. i ; ;
During this subphase, improvement teams determine the measurable result institution leaders expect from each critical initiative and decide how
c. Click the Add Intended Outcome button. In this area you will add any Intended Outcomes and Key Measures involved with the Critical Initiative listed below:
d. Enter an Intended Outcome for the initiative. strctegic Theme
~ Staff Stability 3

e. Click the Save button. This adds the intended

outcome to the strategic theme. cefecnn
f_ CliCk the Add Key Measure button ~ Z;x::ﬁ;::;repmgmmrmpvub)uvm\uavsmpvr:mLuwuvuuuvunxedmrrmuunpmgmumu:\umms
g. Enter a Key Measure for the intended Critical Intiative Start Date End Date Pririty

outcome.

d provide 9/1/26 83127 2

h. Click the Save button. This adds the key
measure to the strategic theme. Inended Qutcomes

i. When you are done, click the Save button. e s e e e s
This updates the section and returns you to the
plan. Note: For this section, the Mark Section
Complete button is not currently required.

Identify Outcomes and Key Measures

e -
During this subphase, improvement teams determine the measurable result institution leaders expe

In this area you will add any Intended Outcomes and Key Measures involved with the Critical Initit Intended Outcome®

Strategic Theme Priority What will we strive to accomplish from the critical initiative?
v Staff Stability 3
v External Stakeholder Engagement 5
~ Engaging Learning Environment 4
v Technology 2
< Back
Feedback & Comments
Key Measu re@
< Back to Planning m How will we know if we're achieving the intended outcome of our critical initiative?

-

B3 -
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View Strategy Map

3. From the plan, click the Start button to the far right of View Strategy Map.

Planning

The planning phase is about identifying initiatives, outcomes, and measures; priaritizing initiatives; and,
Section
Create Objective and Critical Initiatives
Identify Outcomes and Key Measures

View Strategy Map

Action

a. Click each output you want to download — HTML Download or

Single PDF Page.

[ ] -
A
Strategy Map

b. When you are done, click the Back to Planning button.

Create Annual Plan

How would you like your Strategy Map to be downloaded?

< Back to Planning

HTML Download

Single PDF Page

4. From the plan, click the Start button to the far right of Create Annual Plan.

o o T P

Planning

The plonning phose is about identifying initiotives, outeomes, and meosures; prioritizing initiatives; and,

Section
Create Objective and Critical Initiatives
Identify Outcomes and Key Measures
View Strategy Map

Create Annual Plan

For each critical initiative, review the dates
and make any necessary edits.

Click the theme to expand it.

Click the objective to expand it.

Find the critical initiative to expand it.

Click the Manage Dates button to the far

right. This opens the initiative in edit mode.

Make any necessary edits and click the
Save button.

. When you are done, click the Mark

Section Complete button. This updates
the section to show it Marked as
Completed and returns you to the plan.

Action

-~
3

Annual Plan

Develop Annual Plon()

Critical Initiative

P p——

Start Date

cognia

3

Priority

lhv-m)" Dotes
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5. After the sections of the Planning phase are complete, click the Planning Phase Complete button. This
opens a confirmation box.

Planning

The planning phase is about identifying initiatives, outcomes, and measures; prioritizing inftiatives: and, ing the i 1o

Section Action

Create Objective and Critical Initiatives
Identify Outcomes and Key Measures
View Strategy Map m

Create Annual Plan m

Section Action

Outputs m

a. Click the Yes button to confirm. This makes the
next phase available in the plan. (Edits can still
be made.) i Ne

You are marking this section complete. You will be able to reopen and edit this section as needed. Would you like to proceed?

Implementing Phase
The Implementing phase contains two sections that must be completed.
e Design Implementation Plan

e Enact and Monitor Progress

Implementing

The implementing phase converts plans into action. The continuous improvement team will create concrete steps for making progress toward achieving objectives and critical initiatives. It is impor
‘the continuous improvement team. Success will depend on regular monitoring and reporting of progress towards critical initiatives.

Section Action
Design Implementation Plan E

Enact and Monitor Progress

STRATEGIES USER GUIDE 17 of 36
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Follow these steps to complete the Implementing phase.

Design Implementation Plan

1. From the plan, click the Start button to the far right of Design Implementation Plan.

Implementing "~

The implementing phase converts plans into action. The continuous improvement team will create concrete steps for making progress toward achieving objectives and critical initiatives. It is important that
this part of the plan is revised by the continuous improvement team. Success will depend on regular monitoring and reporting of progress towards critical initiatives.

Section Action
Design Implementation Plan m
- av.. i - =

For each critical initiative, you must add any activities involved in the plan.

a. Click the theme to expand it.

b. Click the objective to expand it. Design Implementation Plan

c. Click the critical initiative to expand it. e o B
d. Click the Add Activity button. P ————
e. Complete the activity information fields and click

the Save button.

f. When you are done, click the Mark Section
Complete button. This updates the section to
show Marked as Completed and returns you to
the plan.

STRATEGIES USER GUIDE 18 of 36
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Enact and Monitor Progress

cognia

2. From the plan, click the Start button to the far right of Enact and Monitor Progress.

Implementing

The implementing phase converts plans into action. The continuous improvement team will create concrete steps for moking progress toward achieving objectives and critical initiatives. It is important
this port of the plon is revised by the continuous improvement team. Success will depend on regular menitoring and reperting of progress tawards critical initiatives.

Section
Design Implementation Plan

Enact and Monitor Progress

For each Critical Initiative, add tracking
statuses as you continue to make progress.

a. Click the Add Tracking Status button.

b. Select a status from the Set Tracking Status
drop-down.

c. Enter a Comment.

d. Click the Last Saved Date calendar to select
the date the status notes were entered.

e. Click the Save button. This adds the status to
the critical initiative.

f. When you are done, click the Mark Section
Complete button. This updates the section to
show Marked as Completed and returns you
to the plan.

Enact and Monitor Progress

Collect progress data from stakholder groups to analyze progress. Revisit the Annual Implementati
communicate all changes.

For each Critical Initiative, you will add one to many tracking statuses as you continue to make |

Strategic Theme Priority
v Personalized Learning Experiences 1
v Staff Stability 3
v External Stakeholder Engagement 5
v Engaging Learning Environment a
v Technology 2

Feedback & Comments

< Back to Implementing Mark Section Complete

Action

Enact and Monitor Progress

Collect progress data from stakholder groups to analyze progress. Revisit the Annual Implementation Plan to make changes if necessary. Update

For each Critical Initiative, you will add one to many tracking statuses as you continue to make progress.

Strategic Theme Priority

~ Personalized Learning Experiences 1

A Staff Stability 3
Objective

. Provide choice programs for professional development toward advanced certification programs to stabilize
teaching stoff

Critical Initiative Start Date End Date
Reallocote human and fiscal resources

A tomanage choice program and provide 9/1/26 831727
teacher support.

Conduct leadership study group to

A establish needs and identify potential ~ 9/9/25 8/31/26
programs.
Tracking Status Add Tracking Status
Last Updated Comment Tracking Status

Leadership team created but unable to meet
9/9/25 and begin study according to the allotted  Lagging
timeline.

Tracking Status

Set Tracking Status:

Comment

Last Saved Date

< Bock
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3. After the sections of the Implementing phase are complete, click the Implementing Phase Complete

button. This opens a confirmation box.

Implementing ~
The implementing phase converts plans into action, The continuous improvement teom will create concrete steps for making progress toward ochieving objectives and critical inftiatives. It is important that
this part of the plon is revised by the continuous improvement team. Success will depend on regular menitaring and reporting of progress tawards critical initiatives.

Section Action

Design Implementation Plan

Enact and Monitor Progress m View

Section Action

Outputs Start

4. Click the Yes button to confirm. This makes the

You are marking this section complete, You will be able to reopen and edit this section as needed. Would you like to proceed?

next phase available in the plan. (Edits can still
be made.) res No

Evaluating Phase

The Evaluating phase contains three sections that must be completed.

Determine Impact of Critical Initiatives

Judge Success of Annual Plan

Address Implications for Future Work
Evaluating

information needed to make a judgment related to the significance, effectiveness, or quality of a given critical initiative. In the evaluating phase, the p team examines and compat
what happened and determines next steps.

Section Action

Determine Impact of Critical Initiatives Resume
Judge Success of Annual Plan Resume
Address Implications for Future Work Resume
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Follow these steps to complete the Evaluating phase.

Determine Impact of Critical Initiatives

1. From the plan, click the Start button to the far right of Determine Impact of Critical Initiatives.

Evaluating o

The evaluating phase guides the continuous improvement team to use the knowledge, ideas, and questions gathered from the previous phases to answer important questions throughout the process. It is
intended to help organize pertinent information needed to make a judgment related to the significance, effectiveness, or quality of a given critical initiative. In the evaluating phase, the continuous
improvement team examines and compares what was expected to happen with what happened and determines next steps.

Section Action
Determine Impact of Critical Initiatives
—

For each critical initiative, review the data and make any necessary edits to the dates.
a. Click the theme to expand it ‘

b. Click the objective to expand it. e h e

During this subphase, 4 fiem that was planned, analyze key data o assess the results and the level of impact on the intended outcomes for eoc)
critical inttiative, and write o summary of the outcomes for each initiative.

c. Find the initiative and click the
Add/Edit Impact button to the far

Below you will be adding all the details concerning the impacts of the plan's Critical Initiatives. Please make sure to enter information for all Critical Initiatives before proceeding

right. This opens the initiative in edit —— - “
mode. Make any necessary edits. N

d. When you are done, click the Mark 3
Section Complete button. This o o .
updates the section to show Marked

as Com pleted and retU ms you tO th e Critical Intiative N Key Measure Results Implemented with Fidelity? Implications for Future W

plan.

Feedback & Comments

Judge Success of Annual Plan

2. From the plan, click the Start button to the far right of Judge Success of Annual Plan.

Evaluating -~

The evaluating phase guides the continuous improvement team to use the knowledge, ideas, and questions gathered from the previous phases to onswer important questions throughout the process, It is
intended to help organize pertinent information needed to make a judgment related to the significance, effectiveness, or quality of a given criticol initiative. In the evaluating phase, the continuous
improvement team exomines ond compares what was expected to hoppen with whot hoppened and determines next steps.

Section Action
Determine Impact of Critical Initiatives
Judge Success of Annual Plan
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a. Enter a response in each of the item
fields.

b. Review your Evidence Repository and
make any necessary updates by editing or
deleting the evidence from the item.

c. When you are done, click the Mark
Section Complete button. This updates
the section to show Marked as Completed
and returns you to the plan. (If you missed
any required field, the field will be
highlighted with a red border.)

Address Implications for Future Work

cognia

Overall Findings

The first years efforts were successful in making improvements. While mare work is needed on tw Critical Intiatives, the ogditional clarity of haw to move forword wi

Evidence Repository for Strategies

t
TS .
T
EEETEE BT
—— 1 —
=1 =

3. From the plan, click the Start button to the far right of Address Implications for Future Work.

Evaluating

Section
Determine Impact of Critical Initiatives

Judge Success of Annual Plan

Address Implications for Future Work

The evaluating phase guides the continuous improvement team to use the knowledge, ideas, and questions gathered from the previous phases to answer important questions thraughout the process. It is
intended to help organize pertinent information needed to make a judgment related ta the significance, effectiveness, or quality of a given critical initiative. In the evaluating phase, the continuous
improvement team exomines and compares what was expected to happen with what happened and determines next steps.

a. For each strategic theme, review the data by clicking

the theme to expand it.

b. Enter any Recommendations for future work.

c. When you are done, click the Mark Section

Complete button. This updates the section to show
Marked as Completed and returns you to the plan.

Action
L [ -]
T
Address Implications for Future Work
During this subphase. improvement whether beer
Implications for Future Work:
: (
: ;
e

Feedbock & Comments

-
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4. After the sections of the Evaluating phase are complete, click the Evaluating Phase Complete button. This
opens a confirmation box.

Evaluating ~

The evaluoting phase guides the continuous team to use d questions ga the provi answer important questions throughout the process. It is
intended to help orgonize pertinent information needed to make o judgment related 1o the significance, effectiveness, or quality of o given critical initiative. In the evaluating phose. the continuous
improvement teom exomines and compares what was expected to happen with whot happened and determines next steps.

Section Action

Determine Impact of Critical Initiatives
Judge Success of Annual Plan
Address Implications for Future Work

Section Action
Qutputs Stort
Evoluating Phase Complete

5. Click the Yes button to confirm. This makes the
option to finalize the plan available.

You are marking this section complete. You will be able to reopen and edit this section as needed. Would you like to proceed?

Yes No

Finalizing
The school improvement plan can be finalized now or later. A plan should only be finalized once all phases and
subphases are completed.

Follow these steps to finalize the plan now.

1. At the bottom of the plan, click the Archive/Finalize SIP button. This opens a confirmation box.
Design Implementation Plan m
Enact and Monitor Progress m m

Evaluating

The evaluating phase guides the continuous improvement team to use the knowledge, ideas, and questions gathered from the previous phases to answer important questions throughout the process. It is intended to help organ:
information needed to make o judgment related to the significance, or quality of o In the . the continuous team examines what was expected to
what hoppened and determines next steps.

Section Action

Determine Impact of Critical Initiatives =
Judge Success of Annual Plan
Address Implications for Future Work M

Section Action

Outputs m

2. Click the Yes button to confirm. This updates the
plan as flnal and moves |t from the Current Plans Application cannot be edited after submission. Do you want to proceed submitting the application?
page to the Archived Plans page. Yes No
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Finalizing a Plan

cognia

A school improvement plan should only be finalized once all phases and subphases in the plan are completed.

Follow these steps to finalize a completed plan.

1. At the bottom of the plan, click the Archive/Finalize SIP button. This opens a confirmation box.

Design Implementation Plan

Enact and Monitor Progress

[ ryn | oo |
ERES

Evaluating
The evaluating phase guides the vement team to use the knowledge, ideas. and questions gathered from the previous phases to answer important questions throughout the process. It is intended to help organ
information needed to make  ju he significance, effectiveness, or quality of o given In the the team examines what was expected to

what happened and determines next steps.
Section
Determine Impact of Critical Initiatives
Judge Success of Annual Plan

Address Implications for Future Work

Section

Outputs

2. Click the Yes button to confirm. This updates the
plan as final and moves it from the Current Plans
page to the Archived Plans page.

Actior
-
Action

Application cannot be edited after submission. Do you want te proceed submitting the application?

Yes No
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Accessing Current Plans

The Current Plans page displays the School Improvement Plans created by users that are currently in progress.
Follow these steps to access the Current Plans page.

1. Select the Strategies menu from the left-side navigation, and then click

Current Plans. This opens the Current Plans page (or if you have Goqnqu

access to multiple institutions, first click the institution to open).

The Current Plans page displays a table with the plans currently in progress T
(not submitted). The following columns are displayed: Name, Status, date

and time Last Modified, Institution (if you have access to multiple )  stmtegles
institutions, they are all included here), Creator, Start Date, End Date, and B

Created Date. New Plan
Current Plans

On the Current Plans page, you can;

Archived Plans
e Search for a plan by name. Manage Tags

> Observations

e Sort the table by clicking on the column header.

Surveys
e Export the table to Excel by clicking the Export icon.

Evidence Library

e Navigate the pages using the Items per page drop-down and page
arrows.

Contact Us

Strategies > Current Plans
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Accessing Archived Plans

The Archived Plans page displays the School Improvement Plans that have been finalized or archived by you or
other users at the institution.

Follow these steps to access the Archived Plans page.

1. Select the Strategies menu from the left-side navigation, and then click

Archived Plans. This opens the Archived Plans page (or if you have Goqnlq

access to multiple institutions, first click the institution to open).

The Archived Plans page displays a table with the plans that are final or Ay Home
archived. The following columns are displayed: Name, Status, date and time
Last Modified, Institution (if you have access to multiple institutions, they

are all included here), Creator, Start Date, End Date, and Created Date. S=

Strategies

On the Archived Plans page, you can: :e:::“m
e Search for a plan by name. Aschived Plans

Manage Tags
e Sort the table by clicking on the column header.

> Observations

e Export the table to Excel by clicking the Export icon.

Surveys

e View and unarchive plans. Evidence Library
e Navigate the pages using the Items per page drop-down and page %, ContactUs
arrows.

Strategies » Archived Plans
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Tags

The Create Objective and Critical Initiatives section of the Planning phase asks for tags to be added. New tags
can be created directly in the initiative or existing tags from the Tags list can be assigned. Tagging can be
helpful when identifying groups of initiatives/evidence for specific purposes. For example, all initiatives with a tag

of “Federal funds” would identify which initiatives are related to Federal funding.

Adding New Tags to an Initiative

Follow these steps to add a new tag to a critical initiative in a plan.

1. Within the critical initiative in the plan, click the Add a new Tag button.

9/27/2025 =

Critical Initiative Tags
Please create all tags associated with the critical initiative and make sure to assign them below.

Add a new Tag Search & Assign Existing Tags

Comments:

Hara ic o cammant { Back to Critical Initiative

2. Enter a Critical Initiative Tag(s).

3. Click the Save button. This adds the tag to the initiative and
to the Tags list to be used in other areas of the platform.

Critical Initiative Tag(s)

< Bockto Critcal Initative
Adding Existing Tags to an Initiative

Follow these steps to add an existing tag to a critical initiative in a plan.

1. Within the critical initiative in the plan, click the Search & Assign Existing Tags button.

End Date:

9/27/2025 ()

Critical Initiative Tags

Please create all tags associated with the critical initiative and make sure to assign them below.
Add a new Tag Search & Assign Existing Tags

Comments:

Hlara ic o cammant

2. Find the tag you want to add. Tip: You can search the
list, sort the list by clicking on a column header, and
export the list to Excel by clicking the Export icon.

3. Click the Assign Tag button to the far right to add it to
the initiative. (Click the Un-Assign Tag button to ol ntiotve Togt)
remove any tags assigned and no longer needed.)

Tags demo 1.1

4. When you are done, click the X button at the upper
right of the list. This returns you to the initiative.

&
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Viewing or Editing Tags in an Initiative

When a tag from a critical initiative is edited, it is automatically updated in the Tags list and in any other
initiatives to which it is assigned.

Follow these steps to view or edit the tags assigned to a critical initiative in a plan.

1. In the critical initiative, find the tag you want to view or edit.

2. Click the View/Edit button to the far right. This opens the tag.

Critical Initiative Tags

ease create oll tags associated with the critical initiative and moke sure to ossign them below

T
Critical Initiative Tag(s) It
ViewfTdit Un-Assign
Con ts
=

View or make any changes to the tag.

m ¢ Back to Critical Initiative

Critical Initiative Tag(s)

4. When you are done, click the Save button. This updates the tag
in the initiative and in the Tags list and returns you to the
initiative. (Click the Back button to return without saving any

Changes.) m «{ Back to Critical Initiative

System-wide initiative

Removing a Tag from an Initiative

Removing a tag from a critical initiative in a plan does not remove the tag from the Tags list or any other critical
initiative to which it is assigned.

Follow these steps to remove a tag from a critical initiative in a plan.
Note before proceeding: You will not be asked to confirm this action.
1. In the critical initiative, find the tag you want to remove.

2. Click the Un-Assign button to the far right. This removes the tag from the critical initiative.

Critical Initiative Tags

ease create oll tags associated with the critical initiative and moke sure to ossign them below

T
Critical Initiative Tag(s) It
ViewfTdit Un-Assign
Con ts
=
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Tags Page

cognia

You can access and manage all tags created by users within your institution. Tagging can be helpful when
identifying groups of initiatives/evidence for specific purposes. For example, all initiatives with a tag of “Federal

funds” would identify which initiatives are related to federal funding.

Accessing Tags

Follow these steps to access tags.

1. Select the Strategies menu from the left-side navigation, and then click
Manage Tags. This opens the Tags page (or if you have access to multiple
institutions, first click the institution to open).

The Tags page displays a table with the tags that have been created, separated
into two different tabs. The table includes the columns: Created By and Critical
Initiative Tag(s).

e Tags: The active tags.

e Archived Tags: The tags that have been archived.

On the Tags page, you can:
e Sort the table by clicking on a column header.
e Export the table to Excel by clicking the Export icon.

e Navigate the pages using the Items per page drop-down and page arrows.

cognia-

At My Home

Strategies » Manage Tags

Middle School

cogniq-

My Home

Strategies
Overview
New Plan
‘Current Plans
Archived Plans

Manage Tags

> Observations

Surveys

Evidence Library

Contact Us
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Creating a New Tag

New tags can be created from the Tags page. Tags created here are available for users in your institution to add
to their plans.

Follow these steps to create a new tag from the Tags page.

1. From the Manage Tags page, under the active Tags tab, click the Add New button. This opens a new tag.

Strategies » Manage Tags
{2 MyHome
Middle School
Add New
Created By ritical Initiative Tag(s) &
2. Enter a name for the Critical Initiative Tag(s). =

3. Click the Save button. This creates the tag and makes it Crtical nitative Tag )
available for use.

Editing a Tag =

When a tag is edited, it is automatically updated in any plan to which it is assigned.
Follow these steps to edit a tag from the Tags page.

1. From the Manage Tags page, find the tag you want to edit.

2. Click the Edit button to the far right. This opens the tag.

Strategies » Manage Tags
{2 MyHome
Middle School
Add New

1

3. Make any edits to the name of the Critical Initiative

Tag(s). B

Critical Initiative Tag(s)

4. Click the Save button. This updates the tag.

Tag 1

= -
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Archiving a Tag

A tag should only be archived if it should no longer be used for plans. Archiving a tag removes it from the list of
tags that can be used in a plan.

Follow these steps to archive a tag.
1. From the Manage Tags page, find the tag you want to archive.

2. Click the Archive button to the far right. This opens a confirmation box.

Strategies » Manage Tags

{2 MyHome

g} ERIT Middle School

i =
Created By ritical Initiative Tag(s) &
3. Click the Yes button to confirm. This updates the tag and moves it )
. . You're about to update progress of an Application. Proceed?
from the active Tags tab to the Archived Tags tab. Houpdatepes et
Yes No

Unarchiving a Tag

A tag can be unarchived if it should be added back to the list of tags that can be used in a plan.
Follow these steps to unarchive a tag.

1. From the Manage Tags page, click the tab Archived Tabs.

2. Find the tag you want to unarchive.

3. Click the Unarchive button to the far right. This opens a confirmation box.

cognhia

{2 MyHome

Strategies » Manage Tags

g} ERIT Middle School

Overview

HNew Plan

Current Plans

P, Created By Critical Initiative Tag(s)

[

4. Click the Yes button to confirm. This updates the tag and _ )
moves it from the Archived Tags tab to the active Tags tab. Youlre abeut o update progress of an Agplcation. Proceed?
Yes No
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Evidence Library

The Evidence Library contains all evidence created by users within your institution.

Accessing the Evidence Library

Follow these steps to access the Evidence Library.

1. Select the Evidence Library menu from the left-side navigation, and then click

My Evidence. This opens the Evidence records page (or if you have access to ooqnlq
multiple institutions, first click the institution to open).

The Evidence records page displays a table with the evidence records that have My Home
been created by users within your institution. The following columns are displayed: ,
Evidence Title, Description, Purpose, Created By, Created Date, and date and R
time Last Saved. 0 Observations

On the Evidence page, you can: Surveys

e Search the table using any of the criteria displayed. Erdens Ly

My Evidence

e Sort the table by clicking on a column header.

Contact Us

e Export the table to Excel by clicking the Export icon.

e Navigate the pages using the Items per page drop-down and page arrows.

Evidence Library > My Evidence

Middle School

o Title Description Purpose Created By Created Date Last Saved

endance Records Accredidation Kelly Byrd /412025 55607 PM 9/4/2025 §:56:00 PM

Log Notes st Strotegies Lorenzo Pheips. /9/2025 £:27:03 PM 5/9/2025 6:35:47 PM

gam-

Lorenzo Pheips. 9/9/2025 6:32:23 PM /92025 6:39:26 PM
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cognia

Viewing or Editing Evidence in the Library

When evidence is edited in the library, it is automatically updated in any plan to which it is assigned.

Follow these steps to view or edit evidence from the Evidence Library.

1. From the Evidence records page, find the evidence record you want to view or edit.

2. Click the View button to the far right. This opens the evidence record.

cognhia

Evidence Library » My Evidence

@ MyHome
Middle School
%, ContactUs ] a]
Evidence Titl Dascript Purpose

Accredidation, Mid-Cycle
Progress, Strategies

3. View or make any changes to the evidence
record information.

4. When you are done, click the Save button.
This updates the evidence in the Evidence
Library and in any plan to which it is assigned
and returns you to the evidence page. (Click
the Back button to return without saving any
changes.)

Creoted By Creoted Date Last Soved &
Kelly Byrd /42025 5607 PM /42025 5:56:00 PM Edit
o 2
Evidence Information
Evidence Title
2025 Student Survey Results
Description
Student surveys regarding instruction
Evidence File
[ o File Selected
Name size Action Uploaded Date
2022 Summer Survey Results 0.LMB View  Download 09/09/2025

Evidence URL

Evidence Purpose

Strategies

Evidence Type

Stakeholder Perception

e - |
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Creating New Evidence in the Library

New evidence can be created in the Evidence Library. Evidence created in the library is available for users in
your institution to add to their plans.

Follow these steps to create new evidence in the Evidence Library.

1. From the Evidence records page, click the New Evidence button. This opens the evidence record.

Evidence Library » My Evidence

Middle School

Evidence Title Description Purpose Croated By CregtedDote  Lost Saved

Enter an Evidence Title.

. . . Evidence Information
Enter a Description for the evidence record.
To select evidence: Evidence Title

a. To add a file, click the Choose Files button and then select the
file to add. (Only doc, excel, and PDF file types are allowed.) Description

b. To add a URL, enter the URL in the Evidence URL field.

c. Select one or more options from the Evidence Purpose drop-
down. If you selected Accreditation or Certification:

d. Select one or more options from the Cognia Performance
Standards V.22 drop-down.

e. Select one or more options from the Evidence Type drop- Evidence File
down. No File Selected
5. When you are done, click the Save button. This adds the Evidence URL

evidence to the Evidence Library.

Evidence Purpose
Accredidation

Cognia Performance Standards v.22

Evidence Type

e - |
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Evidence and Tagging Best Practices

Naming Record

Name the evidence record, using clear, descriptive titles that include key details about the evidence file,
including dates or versions. For example: Student Performance_2024-25 v1.xlIsx. Stick to a consistent naming
convention, avoid special characters, and keep names short but meaningful.

Description

Include a short description, one or two concise sentences that summarize the content, purpose, and any
relevant stakeholders, using keywords, to make the file easy to search and understand later.

Tagging Evidence

Tagging your evidence records is optional, but tags enhance the organization and searchability of your
evidence. Since tags are nonlinear, a single piece of evidence can belong to multiple categories without
duplication, and tags can be used as keywords, making it easier to locate records without knowing the actual
record name. There are several ways to tag your evidence records.

e Evidence Purpose

Selecting a purpose will tag your evidence to a stage of accreditation or another purpose you are engaged
in with Cognia. You can select multiple purposes, which along with your institution type, will also give you
access to additional tags.

e Standards

If you select a purpose associated with Cognia Performance or Certification Standards, you will be
presented with the appropriate set of standards for your institution or certification type (school, system, SEA,
ESO, early learning, extended learning, STEM, CBE, STEM provider). You can select one or more
standards from the list.

e Evidence Types

Selecting a purpose will also provide you with a list of evidence types or keywords that will help categorize
your evidence records. You can select one or more types from the list.

Business Rules

When using the Evidence Repository on its own or from within a workflow like Strategies or Accreditation, there
are business rules that apply to the evidence record and evidence files.

e Creating Evidence Records

Creating an evidence record within the Evidence Library can be done at any time. Doing so will store your
evidence within the platform and will only be accessible by users within your institution.

Creating an evidence record from a workflow can be done during the completion of that application or plan
prior to submitting the form. Doing so will associate or assign the evidence record to the application or plan,
as well as store the evidence in the repository for future use.
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e Associating Evidence Records

While completing an application or plan, you can associate or assign an evidence record that has already
been created in the Evidence Library, either directly or through another application or plan. You can also
disassociate or unassign an evidence record from an application or plan if the application has not been
submitted, closed, or archived through a workflow. Disassociating an evidence record will not remove the
evidence record from the repository.

e Archiving Evidence Records

If a piece of evidence is outdated or no longer needed, you may archive an evidence record within the
Evidence Library. Archiving makes the record, and the evidence attached, inactive for selection in another
application or plan. If it is already associated with an existing application or plan, it will remain associated.
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