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The Comprehensive Student Assistance Process (CSAP): 

Finding the Keys for Student Success 
 

 
The School District’s Comprehensive Student Assistance Process (CSAP) is a three-tiered, 
collaborative process by which schools identify barriers to learning and remove barriers by 
accessing internal (school-based) and external (community-based) resources.  The heart of CSAP 
is the classroom, where the classroom teacher analyzes the strengths and learning needs of each 
student and adapts instruction and environment to create optimal learning conditions. 
 
School-wide CSAP: 
 
Any comprehensive support process must begin with creating a network of supports for students 
and staff that result in a safe and productive learning environment.  At the school-wide level, 
elements which contribute to such an environment include ongoing opportunities for skill-
building among staff and students, the engagement of families as educational partners, a 
behavior management program which is clearly defined and consistently implemented, and a 
coordinated system of support for all students. 
 
CSAP-Tier I: 
 
The Tier I level of intervention is designed to address the needs of groups of students addressing 
similar barriers to learning.  At this level, teachers meet regularly with their small learning 
community colleagues to identify and implement strategies for the classroom.  The professional 
learning community facilitator coordinates Tier I meetings. 
 
CSAP Tier II: 
 
It is sometimes the case that individual students may be experiencing particular barriers to 
learning that need targeted support.  Tier II is designed to address the needs of such students.  At 
Tier II, a core team of trained professionals (the referring teacher, counselor, professional 
learning community facilitator, and nurse) joins parents at a meeting scheduled by the school 
counselor.  Together, this team develops an intervention plan that is designed to address the 
needs of the student and/or family.  This plan can include both school-based and community-
based supports, and the team can include auxiliary members (school psychologist, agency staff) 
as indicated by need. 
 
CSAP Tier III: 
 
At Tier III, the focus is on an evaluation for change of placement when a child is still not 
meeting with success.  This change of placement may be for educational or behavioral reasons.  
Team membership, documentation, and timelines are governed by procedural dictates established 
by the School District of Philadelphia and the Commonwealth of Pennsylvania. 
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CSAP Tier II:  
 
Documenting Supports and Ensuring Individual Student Success 
 
At Tier II, school teams are responsible for designing and implementing an intervention plan 
aimed at removing barriers to learning.  School counselors are pivotal to this process, as they 
coordinate both school and agency supports on behalf of students and families.  
 
As we move forward in a new era of accountability and efficiency, we have developed an 
electronic system that will streamline documentation, allow for us to follow a child throughout 
his/her career, and demonstrate that schools are providing a system of supports. 

 
This database allows for us to maintain ongoing records throughout the school year while 
satisfying end-of-the-year reporting requirements for the state. 
 
THE CSAP Database: A Step-By-Step Guide 
 
New Features: 
 
For the 2006 – 2007 school year, there has been a major upgrade to the system. This upgrade 
does not affect the information that is collected in the database. Instead, the change affects the 
way that users navigate through the different sections of the database. The biggest change is that 
as users move through the different sections, they are now able to save their progress.  
 
Please note that users must click 'Save' at the bottom of the CASE DATA INPUT screens to both 
save the information entered into the current screen and to move on to the next screen (this 
allows you to edit the case at a later time). IF YOU DO NOT CLICK 'SAVE', ANY 
INFORMATION YOU HAVE ENTERED INTO THE SCREEN WILL BE LOST.  
 
The save buttons are at the top and bottom of all of the pages: 
 

 
The other new feature is a navigation bar that allows you to jump to different sections.  

 
 

The danger with this feature is that you can 
navigate away from a screen without 
saving. 
 
You must remember to save before you 
jump to a different section.  
 
The system will remind you to save. 
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1) Logging-In to the Site: 
 

Point your web browser to www.phila.k12.pa.us. 
Next click on the word  “Login” in the blue tool bar at the top left hand side of the page. 
 

 
 
This will take you to the main login page of the school district’s web site. You will be asked to 
fill in a user name and password.  These are the same as your school district e-mail user name 
and password. (Your user name is the part of your e-mail address before the @phila.k12.pa.us. 
Only fill in this part. You will not be able to login if you include the @phila.k12.pa.us.) 
 
This system is set up District-wide by position codes.  For security reasons, only school 
administrators and counselors have automatic access to the system.  Other key staff can be added 
to the list by school site, with principal’s approval. 
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Once you have logged onto the system, you will be directed to a page that will show you the 
applications that you are able to use. This page will have different applications depending on 
your level of permission. Click on the CSAP database button to access that database. 
 

 
 
2) CSAP Welcome Page: 

 
When the database opens, you will have eight choices: home, new, pending, view, archive, 
transfer, goal un-met, and roles. 
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Main Menu reports: 
 
From the main menu you can generate two reports: transfers and goal un-met. 
 
Clicking on the button labeled “Transfers” will list students who have transferred into your 
school with an active CSAP file within the last 30 days. 
 

 
By clicking on the “Edit” button you can begin working with this student’s record. 
*Note: The time line for students with active Tier II cases must be adhered to for all students. 
Please ensure follow-up within 60 school days of the date that the case was initiated by the 
sending school. 
 
Clicking on the button labeled “Goal UnMet” will list students whose record displays that a 
minimum of one goal is currently “Not Met” at 45 days from initial CSAP date.  
 
Clicking on the “Edit CSAP File” button will take you directly to that student’s record. 
These two reports will help you ensure compliance with time lines. 
 
 3) Creating a New Record: 
 
•     To create a new record click on the word “new” 
• You will then search for the student for whom you wish to create a new record 
• You can search by student ID number, last name, first name, or by any combination of the 

three. 
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• The search will return all the students in your school that match the search criteria. 
 

 
 
Once you click on “Create ” you will be taken to a screen that contains all the information that 
you will need to fill in about this student.  
 
Demographic Page 
 
When you initiate a new record, demographic information is automatically pulled from the 
School Computer Network.  You will not be able to modify any of the fields in this section. 
.   
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The next part of this section asks for information in the following categories: ELL, Previous 
CSAP Grade, and Incoming Referral. You will be able to enter information on this part of the 
page. 
 

 
Navigation Bar 
The navigation bar is located on the left hand side of the page.  Since this is the first page in the 
process, the navigation bar is not active at this point. 
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Incoming Referral Reason- 
 

1. In this section, you will identify the reasons that this student has been referred to Tier II.   
2. In this section you will be able to check off multiple reasons, as well as enter an “other” 

at the bottom of the section. 
3. Note that any time a student is involved in a serious incident, two things should happen:   

 
A) An appropriate consequence should be imposed by the discipline staff. 
B) The student should be referred to CSAP Tier II to identify causes of behavior and 

needed supports. 
 
When regular education students are considered for either a remedial disciplinary transfer or 
referral for evaluations for special education services, your school will be expected to produce a 
record of appropriate, less restrictive interventions through Tier II. This database assists you in 
maintaining appropriate documentation. 
 

 
*Note: The save button at the end of the page. Remember to click this button after each 
completed page. This button will also take you automatically to the next page in the database. 
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Violations of the Code of Conduct (Level 1 & Level 2) Page 
 
All students who are experiencing behavioral difficulties should be referred to CSAP. In this 
section you will document any level 1 or level 2 violations of the code of conduct. You are able 
to select more than one violation. 
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Strengths and Concerns Page 
All students have strengths.  This section will require that at least one strength is identified.  If 
the field is left blank, you will not be able to submit your record.  If you cannot identify a 
strength that matches exactly, choose one that the student shows a capacity for achieving or use 
the text box in “other” to type in a strength. 
You will not be able to submit your record unless you have identified at least one strength. 
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Academic Concerns 
In this section you can document any academic concerns that may exist for this student. You are 
able to choose multiple concerns.  

 
Behavioral Concerns 
In this section you are able to document any behavioral concerns that may exist for this student. 
You are able to choose multiple behaviors. 
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Other Concerns 
In this section you are able to document concerns that may not have fit into other categories. You 
are able to choose multiple concerns.  
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Parent/Guardian Involvement- 
 
This section represents an ongoing record of parent involvement.  Because parent/guardians are 
essential to the Tier II process, in order to finalize a new record, parent contact must be initiated 
and this section must be completed. 
 
You will not be able to finalize this record without any record of parental involvement. 
 
The first question in this section of the database is about emancipation.  
 
 

 
 
 
Please note that schools are expected to make a minimum of three contacts with parents/ 
guardians to invite them to meet. 
 
*Note:  All dates must include a 4 DIGIT YEAR (i.e. 11/14/2005). 
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CSAP Goal Section 
 
This section begins the documentation of support planning for the student, and correlates with 
the CSAP SUPPORT LOG.  Support planning should take place at the Tier II meeting, with 
input from all relevant team members.  The process should include setting  
UP TO 4 goals for the student.  These goals should be measurable so that you can determine 
whether or not your interventions are successful.   
 
• Goal Selection- 
 
Each goal section includes a menu or choice bar.  

 
 
These are sample goals.   You can either select a pre-set goal or create a goal that is not listed.  If 
you want to create a goal that is not listed, you can scroll down to “Additional Comments/Other 
Goals (Note Section)”and select it.  Once you have selected “Additional Comments/Other Goals 
(Note Section)”, you will need to type the indicator in the “indicator” text box.  Then scroll down 
to the next section called “Progress Monitoring”. In this section you will be able to write the goal 
that you created in the section “Additional Notes”.  
 
Please Note: at least one goal needs to be entered in order to finalize the record in the 
database. 
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• Developing an Appropriate Indicator- 
 
For each goal, we need to develop measurable outcomes.  We need to ask three questions: 
 
1) What does success look like?  
2) How will we know that we have achieved success?    
3) When will we know whether or not an intervention is successful? 
 
Goals should be measurable. 
Success can be measured in numbers (#), percent (%), or frequency/duration: 
 
Examples of Indicators: 
 

1) Goal: Satisfactory Classroom Behavior: 
 

Indicator:   Student will stay in seat for entire class period three days/wk. 
Student will raise hand with questions rather than call out (25%/50%/75%) of 
class. 

 
2)  Goal: Improved Math Skills: 

 
Indicator:  Student will average 70% accuracy on math tests. 

  Student will complete classwork in subject area 3 days/wk. 
 

2) Goal: Improved Motivation: 
 

Indicator:   Student will complete at least one assigned task daily. 
  Student will participate in /contribute to assigned group work. 
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• Establishing Target Dates and Case Review Date- 
 
A target date should be established for each goal, as some goals will take longer than others 
before success can be measured. 
 
In addition, the overall timeline for the Tier II intervention process should be 30-60 school days.  
Therefore, once the record is submitted and a CSAP log is activated for a student, the program 
will automatically generate a review date for the entire plan 30 days after submission.   This date 
will appear in bold print as a reminder each time you utilize the system. 
 
Progress Monitoring 
 
This section allows the team to review and adjust goals, indicators, and interventions if the plan 
is not working.  The review section should be completed ONLY after a plan has been 
implemented (between 30 –45 school days after initiation).  
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School Services Recommended- 
 
Once goals and indicators for the student are established, the team should identify the 
interventions that will support student goals. In this section, the team will determine what 
services in the school can support this student.  
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Classroom Strategies  
 
Because students spend most of their day in the classroom, classroom intervention is essential to 
any successful plan.  This section provides a menu of interventions for the classroom.   At least 
one item needs to be selected before initial submission of plan into the database can be 
completed. 
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School-Based Assessment Recommended 
 
This section allows for the team to refer to a school-based behavioral health provider.  Each 
school is linked to behavioral health services (C&E services or SAP services).  If a referral for a 
consultation by a C&E or SAP provider is recommended and completed, you MUST document 
the recommendations made once the consultation/ assessment is completed. 
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Community Services Recommended 
 
This section allows for the team to identify outside services that will need to be contacted to 
provided additional supports or services for this student. 
 

 
 
Finalization Page 
 
The first section addresses whether or not community agencies were effectively accessed. 
Indicate to what degree the recommended community agencies were accessed. If these agencies 
were not accessed or only partially accessed check off the reason these agencies were not 
accessed. You can select multiple reasons.  
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The second section addresses attendance.  If a student is no longer attending, check off the 
reason. 

 
The third section addresses the recommended school supports.  If all of the school supports were 
provided, then check off “yes” in the first section. If there was only partial access then check off 
“some” and then address the reason below. If none of the school supports was accessed, then 
check off “No” and then address the reason below. 
 

 
The final section of the outcomes addresses overall student performance. Answer the questions 
based on a review of related data. 
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5) Editing a Record/Reviewing an Intervention Plan: 
 
Any time after you have completed the first page of a record, you can return to it to finish or to 
add or review information, you can do this via the “Edit Record” function.  
 
To Edit a student’s record, click “Edit Record”.  You will be taken to the student search page. 
 

 
 
You then select the student whose information you would like to edit. You are then directed to 
the same page that you worked on when creating a new record.  From here you will be able to 
make all the necessary adjustments to this record. This includes updating the goal section. If 
interventions have proven to be unsuccessful or if goals/indicators are no longer are appropriate, 
the plan should be updated. 
 
6) Viewing a Record: 
 
This feature allows for you or your principal to view a summary form for quick access to 
information.  To access this function, click “View ” on Main Menu page. 
 
7) Additional Notes: 
 
Student Transfer:  If a student is transferring from one school to another, and CSAP has been 
started, the CSAP record will become accessible at the new site once the student’s location 
number has changed.  Because only one record can be created per year for each student, we 
recommend that before your team begins to add/edit information based on the intervention 
plan at your site, you print a hard copy of the previous school’s work. 
 
Additional Goals:  To ensure that support plans are manageable, the program allows for only 
four goals.  We encourage you and your team to adhere to this limit.  However, if you begin with 
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four goals and then want to add a goal, you will need to either delete goal or type additional 
information in an indicator text box. 
 
8) Archives: 
Once you click on archive in the main menu you will be directed to a student search page. From 
this page you can look for student records from 2004 – 2005 and 2005 – 2006. You select which 
year you would like to search by selecting it from the drop down labeled: School Year. 
Archives exist from 2002 – 2003 and from 2003 – 2004.  You access these records through the 
word “Help” on tool bar at the top of the page.  
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9) Help: 
 
In the tool bar at the top of every page is a link to the “Help” page. 
 

 
 
This will take you to a help page that has many links to different resources. 

 
 
Questions/Concerns?  Your regional OSS CSAP / BH Liaison will be able to assist you. 


