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ISTAR-KR Guide for Private Preschool Providers
Step 1:  Complete and Submit the School Creation Form
The school creation form will indicate a school’s interest in using the ISTAR-KR tool. The completed form should be emailed to istarkr@doe.in.gov. An email response will be sent once the form has been processed. The response will contain the unique identifier assigned to the school.  The unique identifier will be a combination of letters and numbers and will be used on all documents and rosters the school submits to IDOE. It is important to remember the unique identifier. A school is eligible to move forward to Step 2 after receiving the unique identifier. 
NOTE: The school creation form should only be submitted one time for a school/site. A new or additional identifier cannot be assigned to a school/site with an existing unique identifier.  It may take up to 2-6 weeks for your school to be created.  
Step 2: Logging into ISTAR-KR Website
ISTAR-KR is no longer on the Learning Connection Website.  To access ISTAR-KR go to https://www.istarkr.doe.in.gov.
This is the new login screen:
[image: C:\Users\mromo\Desktop\login.PNG]



[bookmark: _GoBack]Step 3: Navigating Home Screen
Below is what an ISTAR-KR administrator will see. 
My ISTAR Caseload: This will list the names of students at your program. The symbols to the right are the assessment, progress monitoring, student files, student access, student security, reassigning case managers, and deleting students from their caseload.  
Add/Find Student: Add students to a caseload, and assign case managers
ISTAR Reports: Find and print reports on individual and whole group data
ISTAR Administration: Assessment Window, Educator and Student Management, Cut Scores, IDOE Reports
STN Load: Load a new student into your school 
SPN Load: Load a new staff member into your school
[image: C:\Users\mromo\Desktop\home screen.PNG]
Step 4: Creating Staff SPNs
Only ISTAR-KR administrators can create SPNs for new staff members
1. Click SPN Load
2. Fill out SPN Request Page and click submit
[image: C:\Users\mromo\Desktop\SPN Load.PNG]
3.  An SPN will be automatically generate
Step 5:  Complete and Submit the Student Roster
The student roster will be used to add students to a school’s caseload. The roster must be completed and saved as a Microsoft Excel Spreadsheet. This is the only format that is compatible with the ISTAR-KR system. Instructions for completing the roster can be located in the tabs at the bottom of the spreadsheet.  The completed form should be emailed to istarkr@doe.in.gov. 
Students should only be submitted once. Once access is granted it will only be removed if the student is assigned to another program. 
NOTE: All columns must be completed according to the instructions.
BEST PRACTICE: Compare the information on the student roster and parent consent form before submission and correct all inconsistencies.
Step 6: Creating Student STN
Only ISTAR-KR administrators can create an STN for new students
1. Click STN Load
2. Fill out STN Request Form
[image: C:\Users\mromo\Desktop\STN Load Screen.PNG]
3. Click Submit and an STN will automatically generate
*Please note: You must have a signed parent consent form to create an STN 
 
Step 7:  Assign Students to Case Managers
A user must have ISTAR Administrator access to add students to a caseload. Educator level ISTAR access CANNOT add students to their own caseload. 
1. Click on the Add/Find Student tab.

2. Fill in the appropriate lines (first, last name) and/or filters (corporation, school, case manager, grade). Filters can be used as a single option or a combination of options. The more filters entered, the more condensed the list of students that appear. 

3. Click Search. A list of students will appear who fit the criteria you selected along with icons. 

All Students will have these icons: 
[image: ][image: ] File Cabinet – ISTAR assessment Summary Reports and any attachments beginning with October 2009 should be available. 
Access Log – Log of user access to the student’s file. 
[image: ]Add to My Caseload - Click on this icon to add the student to your own caseload. These students will appear under the My ISTAR Caseload tab.
[image: ]	Students with a Case Manager also have these icons:
Student Security – Click this icon to give other user’s access to this student. Click + Add User and type in the last name of the user and click Search. Click Add to give this user access to the student to add ratings and run reports. 
[image: ][image: ]Reassign Student - Click on this icon and type in the last name of the user and click Search. Click Add to make this user the Case Manager. 
Remove Case Manager – Click on this icon and the student will be removed from the case manager’s caseload. 
Step 8:  Use the Assessment Tool
The case manager will be able to use the assessment tool once step 5 is complete. 


Step 9: Reporting and using data for continuous improvement 
List Reports and short description
Report 1: ISTAR-KR Fall-Winter-Spring Summary Report
This report will display percentage of kids assessed in different levels for the last 3 assessment periods. Data will be displayed at State, Corporation, School and Case Manager Level. 
When the Report runs at School and Case Manager level, each percentage on the summary display will be an hyperlink, clicking on which will display the list of children in that calculation.
Report 2: ISTAR-KR-Monitoring
The KR Monitoring Report functions as a time management tool for Preschool Special Education users to know when to finalize the electronic ISTAR-KR assessments, as per the state minimum requirements.  This report serves to assist local administration in monitoring timely finalization of ISTAR-KR electronic data entry.  THIS IS NOT A STATE COMPLIANCE REPORT.  
Report 3: ISTAR-KR Assessment Entrance-Interim-Exit Comparison Report
This report will show at what level the children were on, on their different assessments.  A secondary “Drill down report” can be generated to find which children are included in the percentage. 
Report 4: ISTAR-KR Student Progress Summary
This is a summary of a single student for the last 2 assessment periods, displaying the progress of the student in each area, if the student Meet, Did not meet of Exceeded the expected progress.  

Informing Program Improvement:  Assessment is defined as the process of gathering information about children.  The purpose of the ISTAR-KR assessment is to provide information and support learning, show student progress, share information, and identify children who need additional services or support.  As a provider, results of ISTAR-KR assessment can be beneficial in improving your program.  The Latin derivative of the word assessment is to side beside and get to know, and your program can improve based on this derivative.  
	Using this ISTAR-KR assessment is beneficial to the provider in many way.  Sharing assessment data is another way that your program can use ISTAR-KR to improve your program.  Sharing the outcomes of the assessment can help shape and determine the direction of you program’s curriculum.  Using the ISTAR-KR assessment can help foster developmentally appropriate activities for your students in your program.  The outcomes of this assessment can show trends of how students are developing.  This creates an opportunity for a program to reevaluate their curriculum, and decide the best curriculum for their program, and students as they move forward.  

Informing Classroom Practice:  Classroom teachers can use the ISTAR-KR assessment as a tool to provide a variety of learning opportunities and developmentally appropriate activities.  Using this assessment will give a student’s individual evidence of progress toward outcomes.  Teachers can use this assessment to create lesson plans that measure progress, and create and individual curriculum to meet students’ needs.  The ISTAR-KR assessment is authentic, creating ongoing observation, and regular documentation.  The teacher can use this authentic assessment to build positive rapport with parents, and faculty by sharing the assessment data, and requesting input from those who interact with the child.  
	Teachers can recognize that early learning is rapid, individual, and foundational for the student’s future for school success. Classroom teachers can use this assessment as a continuum of observing, documenting, and reflecting.   As a teacher reflects their student’s outcomes they can begin to create an environment that promotes early learning.  A helpful tool to foster this early learning continuum is to create student assessment portfolios.  These student portfolios can be shared with staff, program directors, and parents.  Using these tools will improve the classroom, and the program.  

ISTAR-KR Quick Facts
The ISTAR-KR assessment matrices are available to print at http://www.doe.in.gov/assessment/kindergarten-readiness-assessment. The matrices are located near the center of the page. 
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