
 

CREATING AN AMENDMENT IN THE 2024-2025 ANNUAL SCHOOL PLAN (ASP) 

To access the Amendment tab, each section of the original plan must be in “Complete” status with the certification 
approved for Level III-supported schools or “District-Certified” for other schools (Level II or non-categorized Title I 
Schoolwide). All revisions must be made in the amendment once it is started. If the change does not meet one of the 
amendment rationale statements listed, email the ASP Help Desk for further direction. 

1. Go to ASP Home Page and select the ASP Amendment tab (grey). 
Note: If the Amendment tab does not appear, the school’s original ASP has not been district-certified and/or 
approved.   
 

 
2. Select and complete the Amendment Rationale link on the ASP Builder Home Page (found at top of page). Be 

sure to check all boxes that apply and include an explanation in the text box(es) provided. 

NOTE: Once the Amendment Rationale is SAVED and/or SUBMITTED, it can only be deleted by a 
representative at the ASP Helpdesk.  If an Amendment is deleted, all revisions made in any section 
of this plan will be removed.  
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3. Select “SAVE” button to save your work (bottom left). Once an Amendment Rationale is saved, the original ASP is 
locked and cannot be edited. 

4. When you are ready to submit the Amendment Rationale, select the “SUBMIT” button (bottom right).  The 
ASP Builder Home Page will include the completed Amendment Rationale. Selecting the “SUBMIT” button 
will also lock the original ASP.   Note: You will not be able to make edits in any section of the Amendment 
until the Amendment Rationale has been submitted.  

 

5. You will notice that the SMART Goal section of the ASP is “In Progress” and the status of the Amendment 
Certification will be “Not Started.” 

 

 
6. Complete all edits in the SMART Goal section and submit for review. Once approved (by district or OCS), and in 

“Complete” status, the school and district reviewer (or district designee) will be able to certify the amended 
plan.  For Level III-supported schools, OCS will also approve the amended plan. 

 
7. If other sections of the plan require revision (ex. Priority Performance Needs/Root Cause Analysis), you must 

contact the ASP Helpdesk or your Regional Support Team representative to reopen that section of the plan.  

 
8. When the SMART Goals section of the plan is revised, the ASP Reporting tab (green) will immediately reflect the 

Amendment data. 
 


