CIMS User Support
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Improvement Planning

If you have completed the KPI Analysis and Rating and the Continuous Improvement
Protocol (CIP) process, and areas have been identified as needing improvement, you will
need to complete the Improvement Planning portion of the workbook. This section will

assist you with the following:

Creating an Improvement Plan in the Workbook
Entering an Improvement Plan

Handling Errors when Entering an Improvement Plan
Submitting an Improvement Plan for MDE Review
MDE Acceptance or Rejection of an Improvement Plan

Generating an Improvement Plan PDF
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Creating an Improvement Plan in the Workbook

The workbook must be at Workbook in SPSR Team Review status and the KPI
Analysis and Rating process complete before Improvement Planning functionality will be
available for the CIMS coordinator.

Note: Only the CIMS coordinator can create an Improvement Plan.

1. From the Workbook Menu, select Improvement Plan from the Improvement
Plans drop-down box located on the bottom left of the screen (Figure 81).

2. Click the Create button.

Contacts

Control Access to Workbook

Send Email to Workbook Contacts

Improvement Plans

9| Coreate)

Summary Heports

Figure 81
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3. The workbook Report Menu screen will appear with the Improvement Plan
Report Title and Status information. From the Workbook Report: Forms
section of the menu, click the Expand Entire Tree link to view the Improvement
Plan information, i.e., Cover Page and Task/Activity links (Figure 82).

‘\I J.‘J.’J.Ll.h,J.L of CIMS-Part C-0708
MICHiGAN\ Log #: 0708-PRTC-2200-Lakeside 15D 0540

Ed Llcatlon' r uJ Applicant: Lakeside 15D
E—— o P Status: Workbook In SPSR Team Review
Access Level: CIMS Coordinator

Start Menu | Agency Info | Workbook Menu [REGIESIREEL User: CIMS Coordinator € Help | Log out

i Workbook Report view PDF | Submit | Delete |

Application #: 0708-PRTC-2200-Lakeside ISD 0540

Workbook Report: Forms
General Information a Collagse Entire Tree 4
Report Title: Improvement Flan '_I Cover Page
Status: Improvement Flan Initiated e ._|Tas'5 Activity

A
I\ Check Errors
a3

Progress Reports Legend:

Workbook Form %= Last Page Visited

s There are no reports
available

Figure 82
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Once an Improvement Plan has been created, both the Start Menu and Workbook
Menu pages will display an Improvement Plans section. The Start Menu displays a
link to the plan under the Task List section (Figure 83).

1 r_JJ
| harmen
Education, = 1|/ ; _
- User Agency: Lakeside ISD)

Access Level: CIMS Coordinato

User: CIMS Coordinator | ) Help | Log out

Start Menu [Nl (517s)

Welcome to the Continuous Improvement & Monitoring
System (CIMS) of the Michigan Department of Education,
Office of Special Education/Early Intervention Services

"+ Task List: Actions Required 2+ Quick Links

& Collapse Entire Tree 4 Search for Agency Information
i * View All Agency Workbooks
=] rkbooks

-07/08 School Year Maintain Your Account
* View Your &gency Information
# Edit Your Contact Informaticn
07/08 School Year
E‘ : #* View all CIMS PARTC reports

E---I|]1|:rc:'—;ement Flan Initiated
El-Lakeside IS0
.. 0708-PRTC-2200-Lakeside IS0 0540-001-KFI 2

EI Im|.rc vement Plans

This is the MDE OSE/EIS's Continuous Improvement & Monitoring System (CIMS). It is a system that requires authorization for
access. If you do not have a username and password and would like to use CIMS, pleaze contact the CIMS help desl:

For CIMS Part B For CIMS Part C
help@cimsmichigan.crg eotweb@edzone.net
(877) 474-9023 (Toll Free) (866) 334-3437 (Toll Free)
M - F 8:00 AM to 5:00 PM EST M - F 8:00 AM to 5:00 PM EST

CIMSmichigan.crg Accessibility Policy

Powered by IntelliGrants & Copyright 2000-2007 Ag

Figure 83
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The Workbook Menu also displays a link to the plan under the Workbook Forms tree

section (Figure 84).

" Department ot
| o
Education JUcatiorn

CIMS-Part C-0704

Log #: OF08-FRTC-2200-Lakeside 150D 054(]
Applicant: Lakeside 150

Status: Workbook In SPSR Team Review
Access Level: CIMS Coordinato

Start Menu | Agency Info [RUGT AT

User: CIMS Coordinator | ©) Help | Log out

J* 2008 CIMS-Part C-0708 Workbook sccept | Modifications Reg'd |

Workbook #: 0708-PRTC-2200-Lakeside ISD D540
Change Workbook Title

General Information
Workbook Manager: CIMS Coordinator
Status: Workbook In SPSR Team Review
Cue Date: 5/30/2008 (Fri)
Date Submitted: 11/1/2007 (Original)
Drate Submitted: 11/2/2007 (Last)
Minimum sample size for child record review: 10

SPSR Process, Information, and Training

s, Information, and Training

| Child Demographics

* Identify th ted Children

Figure 84

Workbook Forms
¥ Expand Entire Tree W
:J Jehn Smith
_/ Zamantha Brown
") Tom Jackson
" Document Review
) KPI Analysis and Rating
:J Continucus Improvement Protocol

= Improvement Flans
-/ 0708-PRTC-2200-Lakeside 13D 0540-001-KFI 2

Legend:
= Last Page Visited
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Entering an Improvement Plan

Note: Each service area’s SPSR Team is responsible for developing Improvement Plans.
The CIMS coordinator is responsible for entering the Improvement Plan into the
workbook.

1. From the Start Menu, click the Improvement Plans link from the Task List
section and click the appropriate plan.

2. The Improvement Plan Report Menu screen appears with the Improvement
Plan Report Title and Status information. Click Expand Entire Tree to view
the Improvement Plan forms.

3. Click the Cover Page form and enter all required information (Figure 85).

HICHG#\NQ -.I-l-:i',ﬁ_L" . "_'J.; CIMS-Part C-0708
I . . :

Log #: 0708-PRTC-2200-Lakeside ISD 0540

Educatmn L el L [ Applicant: Lakeside 15D
st Status: Workbook In SPSR Team Review

Access Level: CIMS Coordinato

Start Menu | Agency Info | Werkbook Menu EEsuduEa User: CIMS Coordinator | @) Help | Log out

Return to Previous Page IMPROVEMENT PLAN COVER PAGE © check for Errors

Instructions: Required items are marked with an *.

—  mmmmem

What is the plan name? KPI 2 Eligibilty

Plan Required Plan Optional

KPI 3
KPI &
KPI'7

Description of Findings There is neo documentation to support that
Inzert details about why
this improvement plan
Is neceszary

children are being tested for eligibilty.

a3 of 1000 Characters™®

What is the required evidence of Need meeting to define process for testing and
cha“gE? creating proper documentation of results

Inzert description of steps intended B - T T T T

to correct noncompliance and the

resulting (improved) data BT of 1000 Characters™®

- - )

gwerad by IntelliGrants £ Copyright 2000-2007 Agate Softwarg

Figure 85

Note: Improvement Plans are required for KPIs rated Needs Improvement and are
automatically displayed under the Plan Required section of the screen. Improvement
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Plans are optional for KPIs rated Meets Requirements and are automatically displayed
under the Plan Optional section of the screen.

4. Click the Save button and Next button. The Improvement Plan (Task/Activity)
screen will appear (Figure 86).

5. Enter your Improvement Plan components (tasks and activities) in each field.

6. If necessary you may attach a document with supporting information by following
these steps:

a. Click the Browse button to open the appropriate directory of your
computer.

b. Choose the appropriate file to attach and click Open.
c. Click the Save button to attach the file.

Note: If you have saved an attachment and would like to remove it, click the Delete
Attachment button which appears in place of the Browse button once an attachment has
been saved.

Improvement Plans will generally have more than one Improvement Plan component
(task/activity). To enter additional Improvement Plan components, do the following:

a. After clicking the Save button, an Add button will appear on the
navigation toolbar. If an additional component is required click the Add
button (Figure 86).

b. The system will add an additional Improvement Plan form for data entry.
After data has been entered, click the Save button.

Click Workbook Menu to return to the Improvement Plan Report Menu screen.
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Start Menu Workbook Menu Gl @EEL T User: CIMS Coordinator | #g) Help | Log out

Return to Previcus Fage

Instructions: Required items are marked with an *

IMPROVEMENT PLAN €) Check for Errors

 casmsomemm

[ Celete l

Last maodified by CIMS Coaordinator on 11/5/2007 12:51:22 FM

TASK NAME (35 Character Limit) |Frocess Meeting

Task/Activity Type Callaboration

Task -
(strategies/methods/ practices)
List specific tasks/activities here
of 1000 Characters®
3 will ensure testing is done and records are
Justification for tasks/activities |,
Explain how this task relates to )

evidence of change
of 1000 Characters®

Mame and Title

Person responsible for task Employee level
Inzert name and title Eary On Coordinator

of 300 Characters™®

Task due date
mm/dd/yyyy

Task documentation/products
List items that substantiate change

2 review w nducted the end of the
Task evaluation/measurement |__ __._.
List methaod(s) and measure(s) of
task follow-up
of 1000 Characters™

ATTACHMENT
MDE Comments
Last modified by CIMS Coordinator on 11/5/2007 12:51:22 PM

4 Back [ Add I Save

Figure 86
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Handling Errors when Entering an Improvement Plan

All of the required fields must be completed prior to submitting an Improvement Plan. If
a required field has been omitted, you will receive an error message after saving the plan
(Figure 87).

Jepartment of
micican | | T
Education lucatior

IMPROVEMENT PLAN

The following errors have been detected on this page:

# Flea=ze complete all required fields.

[ Frint J [ Cloze Window

Figure 87

The forms that contain errors are highlighted on the Improvement Plan Report Menu
screen (Figure 88).

Q: Uepartment ot CIMS-Part C-0703
MICHIGAN Nl ‘ - - Log #: 0708-PRTC-2200-Lakeside 1SD 0540
Education | ™ i Applicant: Lakeside ISD

Status: Workbook In SPSR Team Review
Access Level: CIMS Coordinator

Start Menu | &gency Info | Workbook Menu [l gl U] User: CIMS Coordinator | @) Help | Log out

*» Workbook Report view POF | Submit | Delete |

Application #: 0708-PRTC-2200-Lakeside ISD 0540

Workbook Report: Forms
General Information F S ﬁ?ollagse Entire Tres 4

i (AN Tasky

Report Title: 0708-PRTC-2200-Lakeside IS0 0540-001-KFI 2 ijg

Status: Improvement Plan Initiated

Y Check Errors

Progress Reports

! Form has Err

# There are no reports
available

T Copyright 2000-2007 Acate Softwars

Figure 88
Resolve all errors before submitting an Improvement Plan.
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Submitting an Improvement Plan for MDE Review
Note: Only the CIMS coordinator may submit an Improvement Plan for MDE review.

1. From the Start Menu, click on the Improvement Plan link from the Task List
section and click the appropriate plan.

2. The Improvement Plan Report Menu screen will appear. Click the Submit
button at the right side of the screen when you are ready to submit the
Improvement Plan for MDE review (Figure 89).

Log = D?US-PRTC-EEUDTLBLCESIdE IS_D 0540
Educatlon =UUGa U Applicant: Lakeside ISD

Status: Workbook In SPSR Team Review
Access Level: CIMS Coordinator|

Start Menu | Agency Info | Workbook Menu S el g @El=nl] User: CIMS Coordinator | L2} Help | Log out

Uepartment ot CIMS-Part C-0708
MICHIGAN - = [

> Workbook Report wiew PCF | Submit | Delete |

Application #: 0708-PRTC-2200-Lakeside ISD 0540

Workbook Report: Forms
General Information “~ <:30||agse Entire Tres 4

Report Title: 0708-PRTC-2200-Lakeside ISD 0540-001-KFI 2 ﬂmﬁ
Status: Improvement Flan Initiated : [Activity

Check Errors

Legend:

Progress Reports
‘ﬁ No Errors %= Last Pz

# There are no reports
available

owered by IntelliGrants £ Copyright 2000-2007 A

Figure 89
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3. You will be prompted by a pop-up window asking, Are you sure you want to
submit this report? Click OK to submit the Improvement Plan or Cancel to
return to the Improvement Plan Report Menu screen (Figure 90).

\ Ue ddi UTent o1 CIMS-Part C-0708

MICHIGAN R ! - Log #: 0708-PRTC-2200-Lakeside ISD 0540
Educatlon =LAl ARIERE Applicant: Lakeside ISD
et et Sl Status: Workbook In SPSR Team Review

Access Level: CIMS Coordinator

Start Menu | Agency Info | Workbook Menu G sladl L= ] User: CIMS Coordinator | (_)J Help | Log out

* Workbook Report view PDF | Submit | Delete |

Application #: 0708-PRTC-2200-Lakeside ISD 0540

Workbook Report: Forms
General Information W Expand Entire Tree W

Report Title: 0708-PRTC-2200-Lakesi MUTH SR S @251 01,01
Status: Improvement Flan Initial

Legend:
rors Mo Errors #= Last Pa

\,_?/ Are you sure you want ko submit this report? i

Check Errors

Progress Reports | B | [ pE—

# There are no reports
available

€ Copyright 2000-2007 Ag

Figure 90

Note: The MDE authorized official and CIMS coordinator will receive an automatic e-
mail notification that the plan has been submitted for review.
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The plan status will change from Improvement Plan Initiated to Improvement Plan
Submitted on the Improvement Plan Report Menu screen (Figure 91).

UTIE Il 1} CIMS-Part C-0708
Mlcwc;ANQ\; _J“"u' Ll 5
Ediication

Access Level: CIMS Coordinato

Start Menu fgency Info Workbook Menu Report Menu User: CIMS Coordinator | w Help | Log out

:Z- Workbook Report

Application #: 0708-PRTC-2200-Lakeside ISD 0540

Workbook Report: Forms

General Information W Expand Entirs Tres W
Report Title: 0708-PRTC-2200-Lakeside ISD 0540-001-KPI 2
Status: Improvement Flan Submitted

Legend:
Check Errors ﬁ Mo Errors #— Last P

Progress Reports

« There are no reports
awvailable

Powsred by IntelliGrants & Copyright 2000-2007 Agate Softward

Figure 91
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MDE Acceptance or Rejection of an Improvement Plan

Once you have submitted and Improvement Plan for MDE review, the MDE authorized
official has the option to accept or reject the Improvement Plan.

If the MDE authorized official accepts the plan, the CIMS coordinator will receive an
automatic e-mail notification that the plan has been approved, and that workbook status
has been updated from Workbook in MDE Review to Workbook Accepted on the
Improvement Plan Report Menu screen.

If the MDE authorized official rejects the plan, the CIMS coordinator will receive an
automatic e-mail notification that the Improvement Plan was sent back for modifications.
The plan status will change from Improvement Plan Submitted to Improvement Plan
Modifications Required on the Improvement Plan Report Menu screen. The CIMS
coordinator will now have access to update the Improvement Plan. When finished
updating the Improvement Plan, the CIMS coordinator will resubmit it for MDE review
using the steps outlined above.
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Generating an Improvement Plan PDF

Users with CIMS coordinator and viewer workbook rights have access to print an
Improvement Plan report at any time during the Improvement Plan process.

1. From the Start Menu, click the Improvement Plan link from the Task List
section and then click the appropriate plan.

2. From the resulting Improvement Plan Report Menu screen, click the View PDF
button to generate the Improvement Plan PDF (Figure 92). A new window will
open displaying the report in PDF format (Figure 93).

3. To print the PDF, click the printer icon in your Internet browser window.

Note: When printing the Improvement Plan PDF, you will need to print out file
attachments separately as they are not included in the PDF report.

\' Jepartment ot CIMS-Part C-0708
MICHIGANNR - = Log #: 0708-PRTC-2200-Lakeside IST 0540

"

Education U ALIUL Applicant: Lakeside 15D

e tefor e e Status: Workbook In SPSR Team Review
Access Level: Viewer

Start Menu | Admin | Workbook Menu Iy AU User: MDE Authorized Official | ) Help [ Log out

::- Workbook Report

Application #: 0708-PRTC-2200-Lakeside ISD 0540

Workbook Report: Forms
General Information W Expand Entire Tree "W

Report Title: 0708-PRTC-2200-Lakeside 1SD 0540-001-KFI 2
Status: Improvement Flan Approved

Legend:
1% Check Errors \"’_{I Mo Errors = Last Page Visited
-3

& Caopyright 2000-2007 &gats Softwars

Figure 92
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|8l saveacopy [ ;': =1 @ search ‘;""; > setect

Improvement Plan

Organization: Lakssids ISD

Plan Mame: 0708-PRTC-2200-Lakeside IS0 0540-001-KEI 2
District Submission Date: 117572007
ISD Acceptance Date: 11/5/2007

KPls Addressed: KFT 2

Description of Findings:
There s no documEntation to SUPRor that children are being testss for shgibility.

Required evidence of change:

Peed ing to define process for testing and creating prog:

% Atachmerts

merovement Blan

Figure 93
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