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Individual College &Career Plan Guide (ICCP) 

 
Overview  

Top State for Talent Requirement: 8th graders will use their career interest and career aptitude 
inventory results to complete an Individual College & Career Plan in consultation with their 
parent(s)/legal guardian(s) to guide registration for 9th-12th grade courses.  
 
Persons responsible: School Counselors / Advisors 
❖​ ICCPs can be completed when the calendar year rolls to the next year (January 20, 2026) 

 
Strategic Action 4: Advance student and employee health, wellness, and support structures 
❖​ Initiative Statement #1: Establish a comprehensive school-wide counseling, academic, and 

career coaching and advisement program 
 
Pre-Work  

1.​ Prepare Course Offerings:  
○​ Review the HS College & Career Readiness Guide 
○​ Collaborate with feeder high schools to confirm 9th-12th grade courses.  
○​ Feeder high school should complete the course plan template for 9th-12th grade with the 

courses and course numbers. Updated information on this process can be found in our 
companion guide:  Course Plan Template Submission    

○​ Feeder high school should submit the completed course plan template via an Incident IQ 
ticket, tagging Malik Hayes.  
 

2.​ Academic Planner Set-up 
○​ Information Services will:  

i.​ Pre-populate core subjects ELA, Math, Science, Social Studies, Health/PE based on 
the HS sequencing. 

ii.​ Apply the General Diploma for all 8th grade students in January.  
1.​ If a new student enrolls, the school counselor will have to add the academic 

program. 
iii.​ Confirm with each high school that their Course Plan Template is set up as requested.  

 
3.​ Requesting and Granting Access for 8th Grade Access 

○​ Infinite Campus offers several methods for selecting their class schedule and electives for 
next school year. These tools allow teachers and students to select courses a student 
should/would like to take for the next school year. After confirmation that your academic 
planner is set up as requested, submit an Incident IQ ticket for your school by following the 
steps: Open an Incident IQ ticket requesting access to allow your feeder middle school 
students access to   academic planner. Please ensure that you add the dates that your feeder 
middle school should have access. Your Incident IQ ticket will route to the corresponding 
Information System Specialist (ISS) for your school.  

 

https://www.henry.k12.ga.us/divisions/learning-performance-services/instruction-and-learning/teaching-and-learning/high-school-advisement-guide
https://tinyurl.com/49x5rtar
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhenry.incidentiq.com%2Fagent%2Fdashboard&data=05%7C02%7Cerin.bundrige%40henry.k12.ga.us%7C379fd8817269467ff15208dd3f056cb2%7C4ca70dca778846a2a48ffc6d420bbcae%7C0%7C0%7C638736014711947715%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=gJJO3R7eIataY%2F1mrnNItlux3hZtGKY2Xj04Z9%2FCNPU%3D&reserved=0
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○​ Prior to submitting the request, the middle school must communicate with the 
corresponding high school to identify the most conducive time for high school course 
registration to be open so rising 9th graders can participate. Unlike middle schools, which 
can enable course registration by grade level, high schools cannot restrict course 
registration by grade; when enabled, it opens for all high school students. For rising 9th 
graders, course registration must be enabled at both the middle school and high school 
levels. If high school course registration has already been completed, reopening it to 
allow rising 9th graders to select courses will reopen registration for all high school 
students, which may result in finalized schedules being changed and previously 
completed counselor work being lost. 

 
Implementation Best Practices:  
❖​ Present & discuss the 8th/9th Advisement Presentation prior to completing the ICCP with 

students. This can happen in the same session, if time permits.  
❖​ Discuss with students that the ICCP will assist them in selecting their courses for the next four 

years and beyond. Highlight this process is similar to how they will register for college courses.  
❖​ Ensure you have the feeder HS course selection guide for the students.  
❖​ Discuss pathway options and guide students in selecting CTAE and elective courses.  
❖​ Have students follow the instructions in the student access/log in sections to complete their IGPs.  

 
Completion Timeline:  
❖​ All 8th grade IGPs must be finalized by February 27, 2026.   

 
Follow-Up Tasks:  
❖​ Generate the IGP Completion Report using the Academic Status Plan Report from Infinite 

Campus by completing the following steps.  
❖​ Upload your Academic Status Plan completion report into the shared folder by February 27, 

2026.  
 
Please see the following pages on step-by-step instructions for:  

●​ Adding an Academic Program 
●​ Student Instructions  
●​ Completion Reports 
●​ Parent Instructions/Verification 

 
Adding an Academic Program   

❖​ Academic Programs can be added to students that have expressed interest in a CTAE Pathway. 
❖​ Academic Programs can be assigned and unassigned at any time throughout the year, in case a student is 

newly interested or no longer interested in a program. 
❖​ Search for a student and click on Student Information > Academic Planning > Programs in the Main 

Menu.   

 

https://docs.google.com/presentation/d/1MtoUG4GZBK0BWu64XFIWcJBK2jrP900U/edit?usp=sharing&ouid=108920660417288156075&rtpof=true&sd=true
https://drive.google.com/drive/folders/1VqK-AoFLWmKGUwu4WouyftTVpoq1u_OO?usp=drive_link
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❖​ Click on New Academic Program. 

 
❖​ Select the Academic Program. The drop-down will contain all CTAE Pathways offered in the district. 

 
❖​   You must enter a start date and click Save. 

 
 

Student Instructions  
To access your Academic Plan in your Student Portal account, please follow the steps below:  

 
1.​  Log in to your student account.  

  Please ensure that all 8th graders complete their preliminary Academic 
Plan. 
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i.​ Discuss with them how their Post Grad Location and Post Grad Plans can 
change. However, we want to know their current thoughts about their after 
high school life.  

 
2.​ Have students complete their Post Grad plans as seen below.   

 

 
 

3.​ Once the student clicks Next, the Course Plan will automatically be populated with 
courses for Math, Science, Social Studies, English/Language Arts, and Health/PE based 
on the Course Plan Template created by their feeder High School.  
 

Note: Core Courses will not need to be changed unless the student is enrolling in Honors, 
Gifted, or other offerings of the course besides the General Education version.   
 

4.​ Students will need to complete the Course Plan by entering the interested courses for 
CTAE/World Languages/Fine Arts and Electives for 9th through 12th grade. They will 
need to click on the box and select the course they would like for the subject and grade 
level.  

 
**Keep in mind that if the student will be attending a high school that follows a traditional 
schedule, the student will need to select both an A and B course.   
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5.​ After all selections have been made, the student will need to click “Save.”  
 
 

Completion Reports 
 

The following reports should be run to verify students have completed their IGP. 
 
Academic Plan Status Report (please upload this report into our shared folder after all IGPs are completed.) 
Student Information > Program Admin > Academic Plan Status Report 
This report outputs whether a student's academic plan is on-track to meet minimum program 
requirements. The on-track status and warning messages are calculated any time a student, parent or 
counselor views a student's Academic/Graduation Program progress or Course Plan. The on-track status 
can also be calculated from Course Plan Admin. 
 
It is recommended that a user run Calculate on-track status under Course Plan Admin prior to running 
this report. 
 
*Report should be run with the Grade = 08 selection* 
You will be able to identify students that have completed their Course Plan using the On-Track column 

-​ Students who have added Courses to the Course Plan and saved will be displayed with a ‘Yes’ 
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-​ Students who have received the Course Plan but have not filled it out will display with a ‘No’ 
-​ Students that do not display with the General Diploma Program have not received their next year 

line of enrollment and did not receive the General Diploma. 

 
 
Academic Plan Progress Batch Report 
Student Information > Program Administration > Academic Plan Progress Batch Report 
This report is separated by student and can be provided to students. It will display the Credit, Course, 
and Compound Requirements progress for each student based on data entered in the Course Plan that is 
applied to the Graduation Program. It is identical to looking at the Progress tab (Student Information> 
Academic Planning > Progress) for a student. This is a very complex report, so try to limit the number of 
students run per batch. 
 
*Report should be run with the Grade = 08 and Select Program =  General Diploma selections* 

 
 
Course Plan Batch Report 
Student Information > Program Admin > Course Plan Batch Report 
Batch version of the Course Plan Report. Separated by student, it is suitable for providing to students. 
Will display if the Course Plan has been Approved by Parent/Legal Guardian (if applicable). It is 
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identical to looking at the Course Plan (Student Information> Academic Planning > Course Plan) for a 
student. This is a very complex report, so try to limit the number of students run per batch. 
 
*Report should be run with the Grade = 08 selection* 
 

 
 
 
 

Parent Instructions/Parent Verification  
Information Services will activate the parent IC tab for parents to approve the IGP.  This should be a two 
week window.  
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To access your student’s Academic Plan in your Parent Portal account, please follow the steps below:  

1.​ Log in to your Portal account.  
2.​ Click on Academic Plan on the left hand side of your screen.  

            
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3.​  Click the “Next” button on the Academic Plan screen.  

           
4.​  Check the box, in the top right corner, which states that you approve your student’s Academic 

Plan selections.   

 
  

5.​ After the box has been checked, the parent will need to click “Save.”  

 


