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Introduction 

 
Section 1118 of the Elementary and Secondary Education Act (ESEA) requires each 
Local Education Agency (LEA) and school that receives funds under Title I, Part A to 
develop jointly with and distribute to parents of participating children, a written parent 
involvement policy (PIP). In order to assist LEAs in the development of high quality 
parental involvement policies, the Florida Department of Education (FDOE) has 
developed an online system for LEA- and school-level policies located at: 
https://app1.fldoe.org/bsa/ParentInvolementPlan.   
 
ESEA also requires LEAs to conduct, with the involvement of parents, an annual 
evaluation of the content and effectiveness of the parental involvement policy in 
improving the quality of its Title I, Part A schools. The evaluation of the 2010-2011 
policy/plan has been incorporated into the online system.  
 
This document provides instructions to LEAs and schools for navigating and using the 
online system. The LEA Parental Involvement Policy/Plans and evaluations are due on 
or before July 30, 2011. The LEA will establish deadlines for the school-level PIPs as 
part of the school improvement planning process.  
 
Our staff is available to provide assistance and guidance to LEAs in the development or 
revision of the LEA PIP. If you have questions or need additional information, please 
contact Ms. Jan Anderson via e-mail at Jan.Anderson@fldoe.org or by phone at 850-
245-0889.  
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Updating the 2010-2011 Parent Involvement Plan 
 
The FDOE has imported the information from the 2010-2011 PIP template into the 
2011-2012 plan. The LEA should review the information, make any necessary updates, 
and click “Save” to enter the data into the 2011-2012 plan. The online system has a 
note to indicate that the data is from the previous year’s report. The LEA must click on 
the “Save” button to actually include the information in the 2011-2012 plan.  
 

 
 
 
The activities and correlation to student achievement sections of the evaluation 
questions related to building capacity and staff development have also been pre-
populated with the activities planned in the 2010-2011 school year. If the LEA 
implemented all of the activities planned then, you will only need to enter the number of 
session and number of participates. If the LEA was unable to implement all of the 
planned activities, then the LEA should click on the delete box to remove the activity 
from the evaluation section.  
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Step 1: Access the online parental involvement plan system at: 
 https://app1.fldoe.org/bsa/ParentInvolvementPlan.  
  
Step 2: Login 

 
 
The login is the district number followed by the school number. For example:  
 
Login: 020081 
Password: 020081 
 
If you forget your password, you may select the “Retrieve Password” link. You will be 
asked to enter your user name. An email will be sent to the initial contact with the 
password.  
 
Step 3: Change Password 
 

 
 
The initial password must be entered and then a new password should be entered 
twice. Click “Save”. This will lead to the main menu:  
 

 
 

Page 3 of 18 

https://app1.fldoe.org/bsa/ParentInvolvementPlan


Navigation Instructions 
School-Level Parental Involvement Online Template 

 
 
Step 4: Contact Information: Enter contact information. The information entered in this 
section will populate all emails and certification forms. 
 

 
 
Click “Submit”. The LEA should receive a “Data Saved Successfully” notice. If not the 
system will indicate areas which need additional information or corrections.  
 
Common errors may include:  

 Incorrect format for telephone or fax numbers. Make sure the numbers include a 
dash “-“ between the area code, prefix, and last four numbers. 

 Incorrect format for an email address. The system is unable to ensure that the 
email address you entered is correct only that the format is correct.  

 Failure to include information in all required fields marked with a red asterisk [*] 
 
Click “Main Menu” to move on to the next step.  
 

  
 
 
 
 
 
 
 
 

Page 4 of 18 



Navigation Instructions 
School-Level Parental Involvement Online Template 

 
Step 5: Click on “Assurances” 
 

 
 
Read and click on each of the assurances. The school must agree to all of the 
assurances for the responses to save. Click “Save.” You should receive a “Data Saved 
Successfully” notice. If not, the system will indicate the errors:  
 
The school should receive the “Data Saved Successfully” notice. If not return and 
correct any errors indicated at the top of the page and identified by a red asterisk [*].  
 
Common errors:  
 
 Failure to select all of the assurances 
 
Once all errors are corrected and saved successfully click on “Main Menu.” 
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Step 6: The next step involves responding to the specific questions in the School-Level 
Parental Involvement Templates.  The school is encouraged to refer to the PIP 
guidance and the review rubrics developed by the Bureau of Federal Educational 
Programs and located on the navigation menu.  
 
The FDOE has imported the information from the 2010-2011 PIP template into the 
2011-2012 plan. The school should review the information, make any necessary 
updates, and click “Save” to enter the data into the 2011-2012 plan. The online system 
as a note to indicate that the data is from the previous year’s report. The LEA must 
lick on the “Save” button to actually include the information in the 2011-2012 plan.  

h
c
 

 
 
 
If the school is a new Title I school or a school that did not use the online template last 
year then there will not be any information included in the system. When the content 
has been entered for each section click on “Save” and then select the “Main Menu” to 
move to the next question. 
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he content is limited to 2500 characters. 
ee pages 11-12 of the School PIP Guidance for more information on creating a 

 
Mission Statement: This section is optional. T
S
mission statement. Click “Save” and then “Main Menu” to move to the next question. 
 

 
 
 
If the LEA chooses not to enter a Mission Statement, but clicks on the “Save” option, 
the system will indicate “No records saved.” 
 

uestion 1: Click “Involvement of Parents” to enter the content for the next question. 
r 

Q
The content is limited to 2500 characters. See pages 12 – 19  of the PIP Guidance fo
more information on the meaningful involvement of parents in the development, 
implementation and review of required plans. Click “Save” and then “Main Menu” to 
move to the next question. 
 

 
 
Question 2: Click “Coordination and Integration” to enter the content for the next 
question. The content is entered into a table with a 100 character limited in the column 
for the “Program” and 1000 characters for the “Coordination” column. See pages 19 – 
22 of the PIP Guidance for more information on the requirements for coordinating and 
integrating federal, state, and local parental involvement programs. Click “Save” and 
then “Main Menu” to move to the next question.  
 
If the school enters information that is later not needed, click on the “Delete” box. When 
the information is saved, the row will be deleted. Once the LEA enters information in 10 
rows, an additional 10 will be available as needed.  
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Question 3: Click “Annual Meeting” to enter the content for the next question. The 
content is entered into a table with the following character limits:  
 

Activity/Tasks  
 

Person 
Responsible 

Timeline Evidence of 
Effectiveness 

100 characters 100 characters 100 characters 500 characters 
 
See pages 22 – 26 of the PIP Guidance for more information on the requirements for 
annual Title I parent meeting. Click “Save” and then “Main Menu” to move to the next 
question.  
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Question 4: Click “Flexible Parent Meetings” to enter the content for the next 
question. The content is entered into a text box with 2500 character limit. See pages 26 
– 28 of the PIP Guidance for more information on the requirements to provide meetings 
at flexible times. Click “Save” and then “Main Menu” to move to the next question.  
 

  
 
Question 5: Click “Building Capacity” to enter the content for the next question. The 
content is entered into a table with the following character limits:  
 

Content and 
Type of 
Activity 

Person Responsible  Correlation to 
Student 
Achievement 

Timeline Evidence of 
Effectiveness

300 characters 100 characters 500 characters 100 characters 500 characters 

 
See pages See pages 28 – 34 of the PIP Guidance for more information on the building 
capacity activities. Click “Save” and then “Main Menu” to move to the next question.  
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If the school enters information that is later not needed, click on the “Delete” box. When 
the information is saved, the row will be deleted. Once the school enters information in 
10 rows, an additional 10 will be available as needed.  
 
Question 6: Click “Staff Training” to enter the content for the next question. The 
content is entered into a table with the following character limits:  
 

Content and 
Type of 
Activity 

Person Responsible  Correlation to 
Student 

Achievement 

Timeline Evidence of 
Effectiveness

300 characters 100 characters 500 characters 100 characters 500 characters 

 
See pages See pages 34 – 39 of the PIP Guidance for more information on the building 
capacity activities. Click “Save” and then “Main Menu” to move to the next question.  

 
 
If the school enters information that is later not needed, click on the “Delete” box. When 
the information is saved, the row will be deleted. Once the school enters information in 
10 rows, an additional 10 will be available as needed.  
 
Question 7: Click “Other Activities” to enter the content for the next question. The 
content is limited to 2500 characters. See pages See pages 39 – 41 of the PIP 
Guidance for more information on the communication and accessibility requirements. 
Click “Save” and then “Main Menu” to move to the next question. 
 
 

Page 10 of 18 



Navigation Instructions 
School-Level Parental Involvement Online Template 

 

 
 
Question 7: Click “Communication” to enter the content for the next question. The 
content is limited to 2500 characters. See pages See pages 41 – 44 of the PIP 
Guidance for more information on the communication and accessibility requirements. 
Click “Save” and then “Main Menu” to move to the next question. 
 

 
 
Question 7: Click “Accessibility” to enter the content for the next question. The 
content is limited to 2500 characters. See pages See pages 44 – 49 of the PIP 
Guidance for more information on the communication and accessibility requirements. 
Click “Save” and then “Main Menu” to move to the next question. 
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Question 8: The school-level parental involvement policy may include additional 
activities that the school chooses to undertake to build parents’ capacity for involvement 
in the school and school system to support their children’s academic achievement 
[Section 1118(e)]. If the school does not plan to implement any discretionary activities, 
check the “Not Applicable” box.  If the school plans to implement discretionary 
activities, click the box at the beginning of the line and then click “Continue to 
Descriptions.” The content is entered into a table with the following character limits:  
 

Activity  Description of 
Implementation 

Strategy 

Person 
Responsible 

Correlation to 
Student 

Achievement 

Timeline 

Imported from 
boxes checked 
above 

300 characters 100 characters 500 characters 100 characters 

 
See pages See pages 49 – 53 of the PIP Guidance for more information on the 
discretionary activities. Click “Save” and then “Main Menu” to move to the next 
question. 
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If the school enters information that is later not needed, click on the “Delete” box. When 
the information is saved, the row will be deleted.  
 
Step 7: Click “Upload Parent-School Compact” The school must upload one .doc or 
.pdf file of the Parent-School Compact for the 2011-2012 school year. See pages 54 – 
56 of the PIP Guidance for more information on the meaningful involvement of parents. 
Click “Browse” and then navigate to the file location on your computer. Double-click the 
file name and then click “Save File.”  

 
 
Step 8: Upload Evidence of Input of Parents in Development of Parent-School 
Compact. The school must upload a .doc or .pdf file demonstrating that parents have 
been involved in the development of the 2011-2012 compact. Click “Browse” and then 
navigate to the file location on your computer. Double-click the file name and then click 
“Save File.”  
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Step 9: Upload evidence of Input of Parents. The school must upload a .doc or .pdf 
file demonstrating that parents have been involved in the development of this plan as 
well as the review of the school-level PIP for 2010-2011. Click “Browse” and then 
navigate to the file location on your computer. Double-click the file name and then click 
“Save File.”  
 

 
Step 10: Click “Evaluation” to enter evaluation results of the 2010-2011 PIP. This 
section contains an “Evaluation Menu” with three required sections and one optional 
section. See pages 59 - 71 of the PIP Guidance for more information on the evaluation 
of the school-level PIP.  
 
The activities and correlation to student achievement sections of the evaluation 
questions related to building capacity and staff development have also been pre-
populated with the activities planned in the 2010-2011 school year. If the LEA 
implemented all of the activities planned then, you will only need to enter the number of 
session and number of participates. If the LEA was unable to implement all of the 
planned activities, then the LEA should click on the delete box to remove the activity 
from the evaluation section.  
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Evaluation Question 1: Click “Building Capacity Summary” to enter the content for 
the first question of the evaluation. The summary information should include activities 
conducted by the school during the 2010-2011 school year. The content is entered into 
a table with the following character limits: 
 
Content and Type of 

Activity 
Number of  
Activities 

Number of 
Participants 

Correlation to 
Student 

Achievement 
100 characters Numeric (no decimals) Numeric (no decimals) 500 characters 

 
 
 

 
 
If the school enters information that is later not needed, click on the “Delete” box. When 
the information is saved, the row will be deleted. Once the school enters information in 
10 rows, an additional 10 will be available as needed. Click “Save” and then 
“Evaluations Main Menu” to move to the next question of the evaluation section.  
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Evaluation Question 2: Click “Staff Training Summary” to enter the content for the 
next question of the evaluation. The summary information should include activities 
conducted by the LEA and the schools. The content is entered into a table with the 
following character limits: 
 

Content and Type of Activity Number of  
Activities 

Number of 
Participants 

Correlation to 
Student 

Achievement 
100 characters Numeric (no 

decimals) 
Numeric (no 
decimals) 

500 characters 

 

 
 

 
 
If the LEA enters information that is later not needed, click on the “Delete” box. When 
the information is saved, the row will be deleted. Once the LEA enters information in 10 
rows, an additional 10 will be available as needed. Click “Save” and then “Evaluations 
Main Menu” to move to the next question of the evaluation section. 
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Evaluation Question 3: Click “Barriers” to enter the content for the next question of 
the evaluation. The summary information should include the barriers the LEA identified 
to parent participation, the specific subgroup affected by the barrier, and the plans the 
LEA has to eliminate this barrier. The content is entered into a table with the following 
character limits: 
 

Barrier (Including the Specific 
Subgroup) 

Steps the School will Take to Overcome

300 characters 1000 characters 
 

 
 
Click “Save” and then “Evaluations Main Menu” to move to the next question of the 
evaluation section. 
 
Evaluation Question 4: Click “Best Practices” to enter the content for the last 
question of the evaluation. The summary information should include the activities the 
LEA considers to be the most effective in implementing parental involvement activities. 
This question is optional and responses may be shared with other LEAs and schools. 
The LEA must select from a drop down menu the content/purpose and then enter a 
description of the activity. If the LEA selects “Other” then a brief heading must also be 
entered. These heading will be used to sort activities into common elements.  
 

Content/Purpose Description of the Activity 
Select from a pull down option:  
 Effective Communication; 
 Building Capacity of the Schools; 
 Building Capacity of the Parents;  
 Increasing Parent Participation; 
 Professional Development; 
 Evaluation/Review; or  
 Other 

1000 characters 
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Click “Save” and then “Verify Evaluations” to ensure that all information was entered 
and saved.  
 

 
 
If all required sections, are complete a message will indicate “All items complete”. 
 
Click “Main Menu” to move to the next step. 
 
Step 11: Click “Printer Friendly” to create a print version of the PIP. Select the sections 
the LEA would like to print from the list provided by clicking in the box. The “Select All” 
link will automatically check all sections. Then click “View” or “Export to MS Word”. 
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The screen will change and the school must scroll down to view the printer friendly 
version of the PIP. If the school selects to export the information to Microsoft Word a file 
will be downloaded into MS Word. This will allow the PIP to be formatted for printing.  
 
 
Step 12: Click “Submit” to notify the LEA the school’s PIP is ready for review. The LEA 
is responsible for reviewing the content of the school’s PIP to ensure compliance with 
Section 1118 of ESEA. Once the “Submit” button has been clicked, the system will be 
locked for changes until reviewed by the LEA for compliance.  It is recommended that 
the review of the school-level PIPs becomes a part of the peer-review process for 
school improvement.  
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Step 13: Once reviewed, the school will receive an email (at the contact address 
identified in step 2). To review the comments and open the completed review rubric 
click on “View Comments Made by the LEA”. 

  
 
 
Should you have questions or need assistance you may contact the LEA contact listed 
on the bottom of each screen.  
 
Step 14: Submit signed hard copies of the assurance and the adoption sections to the 
LEA, if required.   
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