
Annual Program Report 

Report window is Oct. 1- Nov. 30 



The Unit enters Campuses and edits Faculty for the entire Unit from this page. 
This must be done before any Programs Reports are started.  

Programs will not be able to successfully complete their report if this is not completed first. 



Clicking on “Campus” will take you to this screen. Type in a campus for your Unit and select “add new.” 
If you have multiple campuses, continue until all campuses are entered then return to the main menu. 



Selecting “Faculty” under Unit Maintenance on the Main Menu screen will bring you to this screen. 
Select each faculty member to update faculty information. 

 
If there is a faculty member listed that is no longer with your Unit, please email Henri Fonville: 

hfonvill@isbe.net to request deletion of the individual. 

mailto:hfonvill@isbe.net


This screen will appear for each existing faculty member. Each field must be filled in. Ethnicity: Choose 
from the drop-down list. Classification: Select at least one option shown. Highest Degree: Choose one 

from the drop-down list. Field: type in. Qualifying Experience: Choose from drop-down list. 
Employment Status: Choose one from drop-down list. Campus: Must select at least one. Save. 



If not all current faculty are listed for the Unit, add a new faculty member by selecting “click here” 



Enter all data for new faculty in the same way you updated existing faculty. Any new faculty entered will 
appear on the Unit faculty list. 

 
Save. 



When all Unit faculty have been updated and/or added, return to the main menu. 



Once Unit faculty and campuses have been entered, completion of  the Program Report may begin.  
 

Select “Program Listing.” 



Select a program to begin Annual Program Report. 



Program Information Page 
 

Delivery Mode must be selected before you are able to navigate from section to section. 
The top tabs allow you to move from section to section easily but do not save. 

The bottom buttons will actually save your data. 
 



If the selected program did not have any enrollment for this reporting year, check the box “This 
program has no (0) enrollment.” 

 
The Executive Summary  is an opportunity to provide a context for the information reported. If you do 

not with to make a comment put “N/A” or “none” in the textbox. 
 

Select one or more in Delivery Mode.  
Delivery Mode must be selected before you can complete any other portion of this report. 



Select a campus for this program. More than one campus may be selected. Identify the number of 
candidates and faculty at each location. 

 
List any Partnerships. If a partnership does not exist at this time, enter “N/A” or “none” 

 
Save.  Then you may move on to “Candidate Information.” 



Enter the number of candidates that were eligible for entitlement 
and the number of candidates that were actually entitled. 



Enter the number of Full-time and Part-time Candidates in each category. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter the Total Number of Full-time Candidates in the program in the box beneath the charts. 



Enter the number of candidates in a particular ethnic group for each category. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

When listing efforts to ensure that candidates are engaged with diverse groups, list each effort in it’s own 
cell. Press insert to get a new cell. 

 
 

Save. Then move on to “Faculty Information.” 



Programs must select the faculty that are involved in the program  
from the Unit list. 

 
 
 
 

Select “Add Faculty Member” 



Select from the Unit Faculty list every faculty member that is part of the Program by clicking on the box 
next to their name. 

 



Once all faculty has been selected, click on “Add to Program.” 
 You will return to the Faculty Information page. 



If a Program Faculty member is not listed for some reason, you may enter that person from this screen by 
selecting “click here” while still in the Program Report. This option is only provided to save you from 
having to back out of the Program Report to add a faculty member from the Main Menu’s Unit faculty 

list. 



If you had to enter a missing faculty member, complete the fields and save. 
Once you select save you will return to the Unit faculty list but will NOT see your new faculty member 

in the list. They have already been added to the Program Faculty page so you may select the  “Cancel and 
Return to Faculty Information” button at the bottom of the page. 



Enter one effort per box.  If you have more than one effort, select “insert” and a new box will appear for 
the next effort. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter the number of faculty members teaching content for this program. 
 

Describe in the textbox the ratio of FT to Adjunct Faculty. 
 

Save. Then move on to “Tests” 
 



If no one took the Content Area Test During this reporting year or if it is a new program check the 
appropriate box. 

 
Enter the Average Sub-test titles and the Sub-scores. 

 



Enter the appropriate totals for the Content-Area test into each box.  
The Pass Rate % will be computer generated. 

 
 If you do not have data to report for “Number of candidates who did not pass on the first try,” enter “0” 

AND indicate in the intervention section that the “0” stands for “no information.”  
 

Insert Interventions if applicable. One per cell. If you have no interventions to report, enter “none.”An 
intervention is something that you may do to help an individual or a small group of candidates and is not 

necessarily a program change. 



If no one took the Assessment of Professional Teaching during this reporting year check the appropriate 
box.  

 
Enter Assessment of Professional Teaching total test and sub-scores 



Enter the appropriate totals for the Assessment of Professional Teaching into each box.  
The Pass Rate % will be computer generated. 

 
If you do not have data to report for “Number of candidates who did not pass on the first try,” enter “0” 

AND indicate in the intervention section that the “0” stands for “no information.” 
 

Insert Interventions if applicable. One per cell.  
If you have no interventions to report, enter “none.” 

An intervention is something that you may do to help an individual or a small group of candidates and is 
not necessarily a program change.  

 
Save. Continue to Assessments 



Programs are required to assess candidates in 5 areas. Provide a description of each assessment, 
cut and paste in related rubrics and data tables, and supply a narrative of what the data tells you in 

each textbox. 
 

You may address program changes in each individual textbox based on each individual assessment 
 and/or  

provide a summary of program changes based on your analysis of all assessments combined in the 
final textbox in this section of the Report.  

 
You may also elect to email data tables and  rubrics to ISBE at the address provided on the screen. 



Use each textbox to provide a narrative about Assessment of Program Content and the Assessment of 
Candidates’ Ability to Plan Instruction or Plan an Appropriate Environment and the data being 

collected on each assessment.  
 

 No character count limit.  
 

You may elect to provide a summary of program changes based on your analysis of all assessments 
combined in the final textbox in this section.  

 
 



Use each textbox to provide a narrative about the Clinical Practice Assessment and the Candidates 
Impact on Students’ Leaning or on Providing a Supportive Environment for Students’ Learning 

and the data being collected on each assessment.  
 

No character count limit. 
 

You may elect to provide a summary of program changes based on your analysis of all assessments 
combined in the final textbox in this section. 



Use this textbox to provide a narrative about the Assessment of Dispositions and the data being 
collected on the assessment. 

 
 This final textbox (#7) may also be used to provide a summary of program changes based on all Program 

Assessments if you choose to do it this way. Insert this discussion at the END of the textbox so that 
Assessment of Disposition information is displayed first. 

 
No character count limit. 

 
Save. Continue to “Results.” 



The Results page will be generated for you based on the sub-scores entered for the Program Content-
Area Test and Assessment of Professional Teaching. Only those sub-tests with a pass-rate below 80% 

or a sub-score below 240 will appear.  
 

Provide comments in the textbox(s) that address your intervention plan or plan for helping candidates 
improve in those sub-areas. 

 
Save. Continue to “Review” 



This last section will provide you with a review of all of the data that has been submitted.  
 

At the top of this section, areas that are incomplete are identified and must be completed before 
the report can be designated “complete.” 



When all sections are complete, you will be able to check the box to identify that the program is complete 
and fill in the “Completed by” box. You will NOT be able to check this box and fill in the “Completed 

by” box until all sections are complete. 
 
 
 

If you discover that a change needs to be made to a Program Report after the program has been marked 
as completed, return to this page (Results page), de-select the “complete” box, make changes in any 

section, then return to the Results page to re-select “complete.” 
 
 



Unit personnel may check the status of completion for all programs in the Unit  
by selecting “Program Listing” on the Main Page 



Once ALL Programs are complete the Unit will “Submit Data to ISBE.”  
 
 

This button will not be available until all Programs are complete and will not be available after the 
deadline of November 30. 



Units will receive an IWAS message verifying submission 
 of the Annual Program Report thru IWAS. 


