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Independent Study Agreements

What is an Independent Study Agreement?

¢ The Independent Study Agreements (ISA) is an agreement between TCS, the
parent/guardian, and the student. This document is required by the state for
admission into TCS.

o The ISA lists all the courses the student plans to take for the relevant school
year (changes can be made with an addendum if needed for a high school
student).

o Completing the ISA is important because TCS cannot officially enroll a
student and start collecting ADA for them until one is signed.

e New and returning students must sign an ISA prior to the start of each year.
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Creating ISAs

Student Activity
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Steps to Create an ISA

1. Click Teachers Tab

2. Click PLS/Student Roster

3. Click Blue Arrow by Student
Name

4. Select Reports Tab and click on
Master Agreement
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Print and Archive ISA

Choose MA Agreement in Select
Report Type drop-down.

For Staff Member, set as default.
Adjust Select Reporting Period if
need be (default Semester 1 and
school year).

Print as Full Year needs to be
checked.

Click Save Master Agreement (and
Archive or Print).

Click Archive.
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Save Master Agreement for

Contract Term: Full Year 2023 - 2024

@® Use / Update Existing MA Instance:

ORIGINAL - Version 1 (Defaul) Track: A v |

() Create New MA Instance (new default):

Archive

Save Settings Print

Other Options




Sending ISAs
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Click on parent and student Invite
Email Address boxes to add the
primary parent’s email address.
For the teacher's Invite Email Address
I I box, leave blank. The ISA will
Parsmt Guardion Caregiver S xms Signamure Dase . .
e automatically be sent to the assigned
O vine wialf o sign vt il addrmt teacher’s email address.
Once done, click Send
Invitation(s)/Submit Agreement.
@
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Receiving ISAs

e Parent will receive an email from TCS requesting them to sign the ISA; once
student and parent have signed, teacher will receive an email link as below:

Student Name: Mans McDoogley Signanre Date

062172003

Steps for Signing for Teachers

é‘r ﬁj@ﬁ 1. Click on the link in the email
: Mvjﬁl,j/ to view ISA.

062112023 2. Teacher will sign in the third
signature box AFTER parent
Parent/ Guardian/Caregiver Name: Georga MeDoogley Signature Date and student have signed.

3. Click Send
Invitation(s)/Submit
@ Agreement after signing.
4. Once complete, you will
"-'h receive an email from
/ noreply@plsis.com about the
completed contract and to
finalize it.

eacher Name [ ppnaturs Date 067212023

@ Thi Cottanwaod Scheal

| I checked, an eSignature will be produced to represent my legal signatuze on this docume o

& contrach has ben complebed and you néed 10 inalize il

Click hars 1o 530
Other Signatuse Date ¢

% ' The Cottonwood School  Reply | Forward || € Getlin
Acknowledgement of Responsibilities
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Reviewing Completed ISAs

Two options to review the completion of ISAs

Option 1

1. Select the Teachers tab.
In the drop-down menu, click
Compliance. P Aot

3. Click Sign Documents
Compliance.

4. Choose the teacher name in
the Staff drop-down menu.

5. Adjust School Year and G
Enroliment Range tabs for
current school year.

6. Click Display.
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r -'- Documents that need to be signed by others {or 2023 - 2024
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1. Locate student’s ISA

= o addendum in list.
2. Ensure check marks are all
green. Red check marks
= i} 2 o .
indicate missing signatures.
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Resend Select for Mass Resend

9
To resend an ISA from this page to one invitee, you can = C
click the envelope as seen in number one. For mass
resends on the same ISA, you can select the boxes by the L — C
invitees’ email address seen in number 2.
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If multiple ISAs need to be resent to different invitees, = 5
the Resend to all Checked button can be used. Be sure
to click Check All before clicking the resend all button.




Option 2

tab.

a.

b.
c.
d

1. Begin by clicking on the Teachers

2. Select Compliance in the
drop-down menu.

3. Click Archive Compliance.

4. Adjust Filter Options:

School Year: 2023-2024 (or
school year at time of
search)

Range: Entire School Year
Report Title: StudentMA
Staff: Teacher Name

5. CIick.Generate Report
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Archive Compliance Report and Document Status List

Edit/Add Requirements

¥ Filter Options

Communities

0 Selected (defaults to all including no designation)

Supervised By

_'AW

chool Year

2023 - 204

¥ (ther Options

Report Title
StudentiA

School Types
{ Selected (defaults to all)

E>5taﬁ

Range

(Entire School Year) 08/142023 - 051232024

061412023 thu - 052372024

Generate Report




An independent study agreement has been successfully archived if you see a yellow
“Unapproved” label indicating the status of the agreement. You can view the document by clicking on the
magnifying glass. Please note teachers will not be able to approve ISAs. This action is reserved for the
teacher’s SIS Compliance Specialist. If you have any questions or concerns about an unapproved ISA,
please contact your SIS Compliance Specialist.
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