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Application for Recognition of Schools (ARS) 
User Guide for Electronic Submission 

 

The Application for Recognition of Schools (ARS) system replaces paper forms with a web-based 
application, which provides ROE’s, district, and school administrators with these capabilities: 

 

1. Electronic Access to the Application for Recognition of Schools 
2. Timely Submission of the Data to ISBE 
3. Elimination of Paper Applications 

 
This guide provides instructions on reporting and submitting the Application for Recognition of Schools 
(ARS) data to the Illinois State Board of Education (ISBE).  It is available online via the Application for 
Recognition of Schools web pages.  Click the “User Guide” tab to access the instruction booklet for this 
system. 

 

Due Dates 
Each public school is required to submit the ARS electronically to its district office prior to September 
30, 2013.  Each school district must submit the ARS for each of its schools to the respective Regional 
Office of Education by the close of business on September 30, 2013.  In the case of Chicago Public 
Schools (CPS), each school is required to submit the ARS electronically to the CPS Office of Education 
Policy and Procedures by the close of business on September 30, 2013.  The Regional Offices of 
Education and the CPS Office of Education Policy are then required to electronically transmit the ARS 
to the Illinois State Board of Education by the close of business on October 15, 2013.     
 
Who is Exempt? 
Charter schools and preschools are exempt from submitting an Application for Recognition. 
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ISBE Web Application Security (IWAS) Screens: 
Getting Started: 

Before using the Application for Recognition of Schools system, you will need an IWAS account.  

If you do not have an existing IWAS account, register for one by accessing the IWAS homepage 
through the IWAS link at this address: www.isbe.net.  Once you have an account, you will need to 
request access to the Application for Recognition of Schools system.  Instructions for registering for an 
IWAS account and obtaining authorization for the Application for Recognition of Schools system are 
included in the IWAS User Guide which is located on the IWAS homepage.  Please contact the ISBE 
Help Desk at 217/558-3600 if you need assistance. 

If you already have an existing IWAS account with access to the Application for Recognition of Schools 
system, you may begin completing the Application for Recognition of Schools. 

The following steps provide guidance on how to access the form: 

IWAS - Homepage Screen 

 
 

Provide an IWAS login name and password, and click the “Login” button.  If a valid login name and 
password was entered, the “Message” screen will be displayed. 

http://www.isbe.net/
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Message Screen: 

 

 
 

From the menu on the left, click the “System Listing” link.  The “My Systems” screen will be displayed. 

 

The “Messages Area” on the screen is used to identify if you have any unread messages, any unread 
archived messages, and/or any pending messages. 

 

Using the “Messages Area” may help you track any applications that are waiting to be approved or that 
have been disapproved. 

 

The “Require Action” area can be used to identify applications that need to be approved. 
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My Systems Screen 

 

 
 

On the “My Systems” screen, click the “Application for Recognition of Schools” link which is located 
under the Surveys category heading.  

 

Clicking the “Application for Recognition of Schools” link will take you to the Home page for the 
Application for Recognition of Schools. 
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Overview of Application for Recognition of Schools Screens 
 

 
 
Welcome to the Application for Recognition of Schools (Home tab) 
This page gives general information regarding the submission of the Application for Recognition of 
Schools. 
 
This application needs to be approved by each local Board of Education prior to submission to the 
Illinois State Board of Education. 
 
Each school principal is to submit the application for their school to their district office prior to 
September 30, 2013.  Each district superintendent must submit all applications for the schools in their 
district to their Regional Office of Education by September 30, 2013. 
 
The regional superintendent will submit approved applications to the Illinois State Board of Education 
by October 15, 2013. 
 
All questions asked on this school portion of the application are referenced from the 23 Illinois 
Administrative Code, Part 1:  Public Schools Evaluation, Recognition and Supervision or the Illinois 
School Code.  Links to view the legal references are provided for your convenience. 
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The school application consists of seven questions regarding rules of the 23 Illinois Administrative 
Code.  In addition, an approval date is required to be provided to indicate when the local school board 
accepted this application. 
 
Each question requires a response of Yes or No.  If the school has met the requirements, as stated in the 
item number, choose Yes.  If No is chosen, an explanation is required.  Please note, explanations/notes 
cannot be altered or deleted after they are saved.  However, you can add another explanation to explain 
any necessary corrections to your previous statement(s). 
 
After the application is completed, it is to be submitted to the next level of authority. 
School Document Author /District Document Author to School Administrator/District Administrator 
School Administrator to District Administrator 
District Administrator to ROE Administrator  
ROE Administrator to ISBE 
 
ISBE Agency Header Bar: 
The ISBE Agency Header Bar contains the agency name and application title (ARS).  
 
A small menu is located in the upper right corner of the header bar.  Logoff menu item is used to exit the 
system. 
 
A session timeout clock is located in the lower right corner of the header bar.  If the application is left 
idle and the timer reaches zero, the session is cancelled.  To restart the session, you will have to log back 
into IWAS. 
 
Demographics Bar: 
The Demographics Bar is used to identify the school and school district for the application you are 
referencing. 
 
The following items are displayed: 

Region-County-District-School Code 
District Name 
School Name 
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View Application Tab 
To enter the application for your school click the “View Application” tab.  This opens the application for 
your school.  Answer all the questions with a yes or no answer.  If any question is answered “no” a 
dialog box will pop up requiring a detailed explanation which should include a timeline for correcting 
the situation. 
 
Application Body: 
The Application for Recognition begins with the following statement “Do you have any 
paraprofessionals in your school?  If you answer No proceed to the next question.  If you mark Yes the 
screen will change and ask you to list the paraprofessionals working in your school.  Please note, if your 
school listed paraprofessionals on the 2011-2012 Application for Recognition the names of these 
individuals should appear on this list.  You may edit the names shown or add more names using the 
buttons provided.  You should include any staff members on your Paraprofessional List who meet the 
following definition:  [Reference:  23 Illinois Administrative Code, Part 25, Section 25.510 
Paraprofessionals; Teacher Aides] 
 

The terms “paraprofessionals” and "teacher aides" shall be used to refer to the 
noncertificated personnel authorized by Section 10-22.34 of the School Code [105 
ILCS 5/10-22.34] to be employed to assist in instruction.  The terms “paraprofessional, 
teacher aide, and instructional aide” shall be considered synonymous. 
 

Note:  Service as a paraprofessional requires a statement of approval issued by the State Board of 
Education, in consultation with the State Teacher Certification Board.  If an individual does NOT meet 
this requirement, do NOT list them.   
 
An Illinois Educator Identification Number (IEIN#) must be entered for each person employed as a 
paraprofessional.  Two search mechanisms have been included to aid in finding the IEIN# for each 
paraprofessional listed; one is “Search by IEIN#” and the other is “Search for Name”.   
 
If the paraprofessional listed provides instructional support in a Title I Funded Targeted Assisted 
Program and is paid with federal funds under Title I, Part A, please place a check in the appropriate box 
on the form. 
 
If the paraprofessional listed provides instructional support in a Title I Funded School-Wide Program 
and is paid with federal funds under Title I, Part A, please place a check in the appropriate box on the 
form. 
 
If neither situation applies, and the paraprofessional is not paid with Title I funds, please mark “No” 
for both boxes. 
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How to Complete the Paraprofessionals List 
 
 

 
 
View Paraprofessionals Tab 
 Please note:  The terms “paraprofessionals” and "teacher aides" shall be used to refer to the 

noncertificated personnel authorized by Section 10-22.34 of the School Code [105 ILCS 5/10-
22.34] to be employed to assist in instruction.  The terms “paraprofessional” and “teacher aide” 
shall be considered synonymous. 

 
 If your school does not have any paraprofessional staff members answer “no” leave the list blank 

and proceed to question 1 of the Application for Recognition. 
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Paraprofessional List continued 
 

 
 
 
For the 2013-2014 school year, the prior 2012-2013 paraprofessional list is being provided to the 
schools.  The school administrator will continue to make additions, changes, and deletions to the list.  
An Illinois Educator Identification Number (IEIN#) must be entered for each paraprofessional.  ISBE 
wishes to track IEIN#’s and gather name and approval information from the Teacher Certification 
Information System (TCIS).  The ARS application has the flexibility to allow the school administrator to 
provide an IEIN# or a name to search against TCIS.  The application will also allow entry of a 
paraprofessional that has not yet been processed by TCIS. 
 
Definitions: 

 TAS Approval means that the paraprofessional listed is state approved. 
 

 TASN Approval means the paraprofessional listed is both state and NCLB approved. 
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Paraprofessional List continued 
 

 
 
 To start the list of paraprofessionals for your school just type in the required information or search 

by name. 
 If you know the paraprofessional’s IEIN#, enter it and click the magnifying glass icon.  If found the 

paraprofessional’s name and IEIN# will be filled in.   
  



 11 

Paraprofessional List continued 
 
 
 
 If the IEIN# is not known, type in the person’s name or some part of their name and click the 

magnifying glass icon so a search can be done.   
 The system will display a blue drop down box.  Click the pull down arrow on the blue box so names 

similar to your request will be displayed.  You will see full names and birthdates for each 
paraprofessional with a similar name. 

 When the name is found, click it.  The system will fill in the name and the IEIN#.  Then hit the 
diskette icon which is the save button.   
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Paraprofessional list continued 
 

 
 
 If there is no approval on file for the name entered the system will let you know. 
 Before the application can be submitted to ISBE, all prior paraprofessionals listed with an 

IEIN# of zero (0) or negative one (-1) will need to be corrected.  All paraprofessionals must 
have an IEIN#. 

 To edit an existing name click the pencil icon so you can make changes to the existing information.   
 Indicate whether or not this person meets the “Qualified” certification requirements for 

paraprofessionals. 
 Indicate whether or not this person provides instructional support to students. 
 To indicate the district uses Title I Targeted Assistance Funds to pay this person’s salary click the 

box.  If paid with district funds leave it blank. 
 To indicate the district uses Title I School Wide funds to pay this person’s salary click the box.  If 

paid with district funds leave it blank. 
 If you need to delete an entry click the pencil icon with the slash mark. 
 If you need to delete a name carried over from the previous school year hit the icon with the red x. 
 To print yor paraprofessional list, just click the printer icon on your Internet browser. 
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How to Complete ARS Application 
 
Application for Recognition of Schools Application Screen 

 

 
 
 For any question, use the mouse to click YES. 
 For any question, use the mouse to click NO.  All “no” answers require an explanation including a 

timeline for compliance (see snapshot on the next page). 
 If you would like to read the rules that pertain to any question, click the Section link for the 23 

Illinois Administrative Code, Part 1. 
 Application is complete only when all items have been answered. 
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Response Screen - when you mark an answer NO 
 

 
 
The response screen displays the question along with a response box for you to enter an explanation, 
note, or comment. 
 
Note:  After explanation, notes, or comments have been saved they cannot be altered or deleted. 
 
 If you click “NO” you will be required to give a response.  Your application cannot be submitted 

without a response for any items answered “NO”.   
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Response Screen continued 
 

 
 
 If you need to make revisions to your response after you have closed the dialog box you will have to 

enter another response and indicate what needs to be edited or added.  Click the 
“Comment/Response” button to add additional information. 
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District Login View:  School Selection Screen 
 

 
 
When the district office administrator logs onto the ARS system, select the “View Schools” tab to select 
the application you want to review and approve as well as see the application status for each of the 
district’s schools. 
 
The screen consists of five columns: 
 

1. Application not Received 
 

2. Application in Question  
 

3. School Name(s) – Charter schools and Preschools are exempt from submitting this application. 
 

4. RCDTS Number is your ISBE assigned region, county, district, type, school number 
 

5. Application Status – will note where the application is in the approval process 
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Principal Mentoring Screen 
 

 
 
For the 2013-2014 school year district superintendents are required to report the names of the district’s 
new first-year principals.  This is being done to help determine the number required to participate in the 
principal mentoring program.  Please read the paragraphs on the screen shot above for a full explanation 
of this requirement.  Only first year principals and those second year principals for whom a second year 
of mentoring is being requested need to be reported.  Only list those hired after July 1, 2012. 
 
The Applications for Recognition for your district’s schools cannot be submitted without this item being 
completed.  If your district does not have any principals that meet these requirements, just mark “No.”   
 
This item is completed at the district level only! 
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Principal Mentoring continued 
 

 
 
 Click the “Add Principal” button to add a name.   
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Principal Mentoring continued 
 

 
 
 Enter the person’s IEIN# in the space provided then click the magnifying glass so the system will 

search for the principal’s name.  Once found the system will fill in the name.   
 If you don’t know the person’s IEIN# type in the person’s name or a few letters of the first and last 

names then click the magnifying glass.  The system will do a search.  A blue drop down box will 
appear with the search results.  Click the down arrow to display the names.  Find the person you 
want, you can verify the name by selecting the name with your employee’s birthdate. 

 The district superintendent or district document author should then enter the principal’s hire date.  
This can be done two ways.  By typing in the date using the mm/dd/yyyy format (example:  
08/02/2012) or by clicking the calendar icon and searching for the date the person was hired. 

 Click the diskette icon to save the entry.  If you don’t save each entry you will have to reenter the 
information. 

 If you need to add another name, click the “Add Principal” button and repeat the process. 
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Teacher and Principal Evaluation Screen 
 

 
 
Districts are also required to respond to questions regarding Teacher and Principal Evaluations.  Each 
item, which includes the applicable statutory reference, must be answered either "yes" or "no".  Though 
implementation dates of PERA and Senate Bill 7 may vary, the items in this section apply to all school 
districts in Illinois.   
 
Important note: due to confusion in the previous application submission, a district will not be able 
to submit the ARS for its schools [see paragraph (a) above] until it has submitted the Teacher and 
Principal Evaluation responses to the Regional Superintendent of Schools.   
 
These questions are to be answered at the district level only! 
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School Board Approval 
 

 
 
 School Board Approval is done at the district level only! 
 You are required to fill in the date your School Board approved the Application(s) for Recognition 

for your district.  The date must be in a mm/dd/yyyy format (example:  09/28/2013).  The date must 
be the current date or a date in the past.  Future dates will not be accepted.  If you enter a date that 
is beyond the current date you will get an error message.  You cannot pre-approve an application. 

 The system will not accept your application if this item is not answered.   
 If your school board will be unable to approve your application(s) by the due date you must inform 

your Regional Office of Education that your application(s) will be late.   
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Saving the Application 
 

 
 
Buttons: 
 
Save Application Use the Save Application button to save data you have entered. 
   The application screen will display a grid for any notes you have entered. 
 
Cancel Changes Use the Cancel Changes button to exit without saving. 
 
Submit   Once your application is complete, use the Submit button to send your 
   application to your district administrator or regional office of education. 
 
Disapprove  If the application needs to be sent back to the district or school because it cannot 
   be approved as submitted click the “Disapprove” button. 
 
Print   Allows you to print the screen. 
 
Comment/Response This button will open a dialog box for additional comments or information  
   regarding the application being submitted. 
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Application with Errors 
 
The following screen shows the application has been saved.  However, an error has been identified.  
Missing or incomplete items will be identified with a red asterisk and bold red borders at the top and 
bottom of the page.  The bottom border will indicate what items are incorrect or need to be addressed. 
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Submitting an Application 

 
Clicking the “Submit” button allows an application to be submitted once all required items are 
completed.   
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The green bar will indicate the application has been submitted and the tan bar will indicate the next level 
of administration that needs to approve the application. 
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To Exit the ARS Application: 
 
To exit the ARS system, click the “LOGOUT” menu item.  The logout menu item is located in the upper 
right hand corner of the application. 
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ROE Welcome Screen 
 

 
 
When the Regional Office of Education (ROE) logs into the ARS system the welcome screen will 
appear.   
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ROE – View Districts Screen 
 

 
 
By clicking the “View Districts” tab the ROE is able to access the applications for recognition for the 
districts and public schools in their region. 
 
The screen consists of five columns: 
 

1. Application not Received 
 

2. Application in Question  
 

3. District Names 
 

4. RCDT Number for the District 
 

5. Application Status – will note where the application(s) are in the approval process 
 
To review the applications for a particular district click the district name. 
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Viewing Schools within a District 
 

 
 
By clicking the “View Schools” tab the ROE is able to see the list of schools within a district and the 
status of their applications for recognition. 
 
To review and approve the application for schools that have submitted their applications to the ROE just 
click the school’s name.   
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Viewing Schools within a District continued 
 

 
 
The application for the school selected should open for your review.   
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Submitting Application to ISBE 
 

 
 
If the application can be approved click the “Submit” button. 
 
If the application cannot be approved and needs to be corrected click the “Disapprove” button.  That 
will send the application in question back to the district office.  The system will automatically send an 
email message to the district document author (if there is one), the school document author (if there is 
one) and district administrator letting them know an application has been returned. 



 32 

ROE Submits Application to ISBE 
 

 
 
In this example, the ROE has submitted the application to ISBE.  A green bar is displayed at the top and 
the bottom of the application to indicate the application has been submitted to ISBE. 
 


