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Purpose 
This guidance document provides the steps to complete each section of the 
1003 Plan and Funding application. For additional support, contact your 
Office of School Improvement MCAPS district contact. 
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Accessing MCAPS and the 1003 Funding Application 

1. Go to https://mcaps.mdek12.org/ or visit the Office of School Improvement webpage. 
 
 

2. Sign-in to MCAPS. 
 

 

 
3. Below the Funding Application heading, locate the school district name and fiscal year. 
Select the School Improvement, 1003 application link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Back to Table of Contents 

https://mcaps.mdek12.org/
https://mdek12.org/OSI
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Section Landing Page  

4. Change the status to Draft Started to begin the application. 
 

 
 
 
 
 
 
 
 
 

The landing page is the first page of the application. The application section links are located here. If 
more than one school has an identification, click the down arrow to select the desired school. 

 

 
 
 
 
 
 

Back to Table of Contents 

-- 

SCHOOL DISTRICT 

school drop-down menu 

-- 
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Completing the Application 
 

Part I: District Application 

5. The district application consists of nine prompts. Each response should consist of information 
resulting from engagement and collaboration between the district and school leadership teams. 
Responses should concisely and accurately address each part of the prompt. Response samples are 
provided to utilize as a guide. 

Once all nine prompts are answered, check each box to verify the following statements. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Back to Table of Contents 

https://mdek12-my.sharepoint.com/:b:/g/personal/lwilliams_mdek12_org/IQDsyDaIX8WeSYzci-MsNxdmAegqKmRbvT6fMtdwBR3Lt60?e=QhRKaf
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Budget 

6. The budget section outlines the school’s total allocation of funds for action/strategies to implement 
the plan. There will be a zero-balance once all funds are allocated. 

Entering Budget Details 
a. Click Budget on the application landing page. Choose the function code that aligns to the 

action/strategy. Click Modify next to the function code to enter the budget detail. 
 

 
 
 
 
 
 
 
 
 

Back to Table of Contents 

-- 

Click Modify to 
begin adding 

budget details 
under a function 

code. 

-- 

SCHOOL DISTRICT SCHOOL NAME 
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Budget Detail 

Enter separate budget details for each action/strategy. 
 

b. Click Add Budget Detail to begin. 
 

c. Next: 
1. Select the object code. 
2. Select the budget tag. 
3. Enter the quantity and cost. 
4. Enter the narrative description. The application reviewer must be able to determine if the 

expenditure is allowable and reasonable. 
 

 

 
d. Click Create to save. 

 
 

Deleting or Editing Budget Details 
e. Details can be deleted or edited by clicking the trash bin and pencil icons. After budget 

details are added for the action(s), click Return to go back to the Budget page. 

SCHOOL NAME 

Narrative Description 
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Budget Reminders 

 
                Verify that the school budget has a zero ($0) balance after adding all budget details to the Budget. 

Narrative Description 
Professional Development 

• State whether the consultant (external provider) is working with teachers or facilitating PD 
• PD outside the regular school day- State Stipend and include hourly rate and time frame 

for teachers (ex: 4 Teachers, $40/hr, 4hrs/day, 2 days) 
Technology Integration 

• Provide the itemized cost (ex: 15 laptops at $900/ laptop) 
Bus Drivers 

• State the hourly rate (ex: $15/hour, 3hrs/day, 4 days) or amount per route  
After School/Summer School 

• Include hourly rate & time frame for teachers (ex: 4 Teachers, $40/hr, 2hrs/day, 4 days, 3 weeks) 
                Part-time Tutor 

• Include hourly rate & time frame for teachers (ex: 3 Part-time tutors, $25/hr, 4hrs/day, 24 days) 
 

Other Budget Details 
1. All actions pertaining to professional development have the OJEPD budget tag  
2. All actions pertaining to after school and extended school year programs have the ILT budget tag  
3. When using the HQIM budget tag, verify the materials are on the MDE HQIM list 
4. More Rigorous Options (MRO) Schools: Instructional materials must be High Quality            

Instructional Materials (HQIM) unless the materials are supplemental to previously purchased HQIM.                            
HQIM Resources 

 
 
 
 
 
  
 

https://msinstructionalmaterials.org/
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Part II: Plan                                    

7. Each section of Part II provides specific details related to the school and the plan for improvement. 
All areas with an asterisk (*) must be completed. 

 
Vision, Mission, Improvement Status, Grade Band, and MRO status 

a. Enter the school vision and mission statements. Select the improvement status. Enter the 
school grade band. 

 

 
 
 

MRO Documentation 
b. More Rigorous Option (MRO) CSI schools are required to upload the research findings 

of the evidence level (i.e., a short excerpt of the abstract, methodology) for chosen 
actions/strategies. The actions/strategies evidence level must be either moderate or 
strong (.5- .79 effect size = moderate, .8 or greater effect size = strong). 

 
Progress Towards Proficiency 
Content Area 

c. Select the content area(s): 
• CSI Schools: Enter data for all content areas based on school grade band. 
• ATSI Schools: Enter data for all content areas based on school grade band. 
• TSI Schools: Enter data for ELA and/or Math only. (Based on the subgroup identification 

located in the superintendent secure accountability SharePoint file) 
Subgroup 

d. Select the identified subgroup(s) from the dropdown menu. Click Add Row if the school has 
more than one subgroup identification. School identifications are provided in the School 
Improvement Identification list, provided on the OSI website. 

 
Back to Table of Contents 
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Progress Towards Proficiency 
 

Examples by School Identification 
 

TSI Identification (ELA and/or Math only) 
 

 
ATSI Identification (all content areas based on school grade band) 

 

 
CSI Identification (all content areas based on school grade band) 
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Domains and Practices 
The domains and practices are based on the Four Domains for Rapid School Improvement which is the 
framework for the Office of School Improvement. Each Domain has three (3) practices. Each funded 
action/strategy must align to one of the domain practices in the evidence-based action plan. 
Four Domains Framework 

 

 

 
Strategy Key 
Each funded action/strategy must align to one of the strategies as a budget tag in the budget section. 

 

 
Note: Increased Learning Time (ILT) Interventions, strategies, or practices are intended to support an 
increase in the amount of time beyond the regular school day. ILT is instructional time outside of the 
regular school day. 

https://www.wested.org/four-domains-for-rapid-school-improvement/
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Action Plan 
8. The Action Plan includes action steps all actions/strategies. To clearly identify all allocated funds, 

add a row for each action/strategy. All information must align to the budget details. 
 

 
A. Domain Practice 

From the drop-down menu, select the Domain Practice that aligns to the action/strategy. 
 

B. Action Description 
Enter a concise statement that matches the narrative description provided in the budget details. 

C. Evidence Level 
From the drop-down menu, select the evidence level of the funded action/strategy. 
MDE evidence-based definition 
MRO Schools: Action evidence level must be either moderate or strong. 

 
D. Position Responsible 

From the drop-down menu, select the position responsible for monitoring implementation of the 
action step. 

E. Describe Other 
Only add the position description in this column if the position responsible for monitoring the 
implementation is not listed in the Position Responsible column. 

F. Cost 
Enter the cost of the action/strategy. The cost must align to the cost in the budget details. 

A B C D E F G 

https://www.mdek12.org/OSI/EBP/defined
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Part III: Use of Required Title I, Part A Reservation for CSI, TSI and ATSI Schools 

Title I Schools Only 
9. The 20% reservation action plan must be entered. It will not auto-populate from the Consolidated 

Application. The total amount reserved for the action(s) must be greater than or equal to 20% of 
the total Title I Part A amount.  
 
This section is not required for non-Title I-A schools. 

 
 

 
 
 
 

 

 

 

 
Personnel Details 

10. This section documents salaried positions allocated in the Budget. 
 

For each position, enter the head count and full-time equivalent (FTE). The headcount is the number of 
personnel budgeted for the role. The FTE is based on the percentage of 1003 funds allocated for the role. 
(Ex: 100% = 1, 50% = .5) 

 
If the position is not listed (i.e., graduation coach, academic coach, bus driver), type the position title in 
the Other row. If an additional Other row is needed, click Add Row, and type the position title in the 
new row. Enter the head count and FTE for the added position(s).  

Notes: 
• Paraprofessional positions are reserved for non-certified support. 
• Interventionists are reserved for certified support, and any personnel considered 

an interventionist. 
• Professional development stipends are reserved for teacher professional development outside of 

the regular school day. 
 
 
 
 
 
 

Back to Table of Contents 
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Regular School Year 
a. Positions for the regular school year should be added in the Personnel Details (Regular 

School Year Pre K-12 School Level) section. 

Enter the principal’s name, phone number, and email address. Select the salaried position(s) 
provided in the budget. Enter the head count and FTE for each. 

 

Summer School 
b. Summer positions should be added in the Personnel Details (Summer School Pre K-12 

School Level) section. Enter the head count and FTE for each salaried position provided in 
the budget. 
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Related Documents 

The Job Description 
11. A job description is required for salaried positions. Upload the job description to the Job 

Description link on the Related Documents page. The title on the job description provided by 
the district must match what is in the budget narrative description and personnel details. The 
position must be board approved before it can be added to the budgeted allocations. A job 
description is not required for external providers. 
 

 
 
 

 
 
 

Additional Resources 
1. MCAPS 101: An Introduction to the 1003 Funding Application 

2. FY25 1003 Plan and Funding Application 
 

3. HQIM Resources 
 

4. Four Domains for Rapid School Improvement 

5. MDE Evidence-Based Definition 

6. Accounting Manual 

 
 

 
 
 

Back to Table of Contents 

https://mdek12.org/literacy/resources-for-administrators/?swpmtx=2868ec9757ef3297344afd94a7e23a26&swpmtxnonce=87c0689731
https://mdek12.org/literacy/resources-for-administrators/?swpmtx=2868ec9757ef3297344afd94a7e23a26&swpmtxnonce=87c0689731
https://csti.wested.org/
https://csti.wested.org/
https://mdek12.org/schoolimprovement/identifyingprograms/?swpmtx=b1da93f32b898c8306bc126622558c15&swpmtxnonce=afb256323e
https://mdek12.org/schoolimprovement/identifyingprograms/?swpmtx=b1da93f32b898c8306bc126622558c15&swpmtxnonce=afb256323e
https://mdek12.org/financialservices/accountingmanual/?swpmtx=d2240f66b9487da7d88bd3fe24ef8c55&swpmtxnonce=0ec3a8ae3a
https://mdek12.org/financialservices/accountingmanual/?swpmtx=d2240f66b9487da7d88bd3fe24ef8c55&swpmtxnonce=0ec3a8ae3a
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