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Introduction

This Toolkit is designed to guide you through the process of meeting Federapdadcstate
for completing succesEitle | Meetis@t your schofar the parentSach Title | school is responsible
for presenting thile | Meetingo(Fall/ Springy more times to optimize maximum parent participation.

Federal Education Laws require documentation of communication to parents regarding Titl
programs, Title | budget, and Rareéritamilgngagemeans for activities at each Title | dedignate
schooll't i s i mperative to document vyour efforts
paentengagemeiaictivities At theTitle | Meetiagplese document parent discussistnibutand
collect complet&dle | Meetirf®urveys from parégtsrdiangpon exitingn addition, if you would like
to hold an additional virtual meelage make sure to keep screen shots or any QR forms for compliance
documentatoRecor d attendance from the participants
for compliance purposes.

**Reviewing the responses drittbe Meetisgrveys and addressimut and concerns will add positive
growth and guidance for your school.

The Florida Department of Education oversees the implementation of Federal Education Laws
about audit requirement s Titled Mdetirgaddimaihtan rdcosds ¢ h o o |
including agendas, sign sheets, and evaluations. Remember that an Open House is not sufficient
to serve as the Meeting. The Meeting should be clearly identified in documentation and incorporated
into the school pl an where appropriate. 6

Specifically, The Local Education AgendyiditiER shallinvolve parents of participating
childrenn the planning of such programs, activities, and procedures and shall deRPal@mt&written
Family Engagement PREFEP)hat describes how the LEA will

1 involve parents in the joint development of thedPE#ERrocess of school review and
improvement;

1 provide the coordination and technical assistance necessary to plan and implement effective
parent and family engagement activities;

T build the schoolsd and parentsdé capacity

1 coordinate and integrate parent and family engagement strategies with other federal progra

1 involve parents in the activities;

1T ensure that the LEAOG6s PFEP was distribute

1 conduct with parents an etiatuaf the camtt o f t h end its EffedivenesSthE P a
improving the academic quality of schools funded by Title I, Part A;

1 identify barriers to greater participation by parents in actikitiezed

1 use evaluation findings to design more effeetijyesstrat

1 revise the PFEP, if necessary.

1 reviewparent, teacher and studemtpact

T review second quarter meeting to discuss



The pages in th@olkit sequentially follow the planning, the realization, and the evaluation of the Title
Meeting You are encouraged to review the checklists, suggested strategjessngreptaiests,

and specific instructidPiease use the forms that are availéidemmanddbeled printabRint them
outandsave them fandit purpose®lease create QR codes if conducting virtually and keep information
for auditing purposes.

Allinformation will be availabtee@CSntranewhich is locatedder the Employeedalihe Volusia
County Schools main webSiedaherego to departments, Federal Programs andti@Gnantgle 1
Annual Meetirand you will see the TMeétind oolkitWe hope thisolkit serves as a positive resource
for you in achieving this compliegeeement

Do not ésitate to contact your P&duatatioRacilitator with anputguestion®r concerns.

Sheila Rees, Project Manager x44740
Neville Schouburgh, Parent Education Facilitator x44737
Jamie Majors, Parent Education Facilitator x44748



Materials Provided

1. Achecklist fmompletintheTitle | Meetiag
Suggestedeanting sategieforpresenting the Title | Meetings

3. A Parent/Guardian Invitation Flyer sample which can be customized with school name and
meeting date(s)/times(s) in English and Spanish
AsuggestedolusidConnecicriptin English and Spanish
Asuggestedgendavhich cabe customized wstthoohameand meeting dég&imes(s)
A ParemGuardiaBignin Sheet sample whichlmanustomizedthschoohameand
meetinglatgs)times(s)
Key Pointemplatéor PrincipdBesignet® wse

8. Suggestiorfer onducting the Title | Megf{iBdck & Mortain/addition to the tyou may

hold Virtual)

9. Instructions for documenting Title le§ud&ments

10. ThePrincipal Assurarie@m

11. Samplditle | Meetirf@urveys in English and Spé&@Gigate QBr Survey Monkey

12. ParentsoKids Literacy Program Flyer Fefeérence fare TitleMeeting)
13. Title | bochurgin English and Spar{iskil- Title | orders copies for each school)

Copies YOU witked to maker show virtually.

A Title | MeetirRarenGuardiamvitatiofiyer customized with school name and meeting
datés)timés)for each scheduled presentdafiefer to page® &1L0

A Volusia Connect Script (pg.11)
A Agenda customized witiool name and meeting sjiitae(s)(refer tpage 2)

A Parent/Guardi&ignin seets customized with school name and meésiyitinlegsjrefer to
page 3) (QR codes)

A Key pointgrefer to page)l

A Title | Meeting Survey for Pafrefies to pag&) QR codes)

Copies WE will send to you

A Title Brochures: Understanding Title | Prograngdishnd Spanigiwill come directly from
copy center)



Checklist foCompleting th&itle | Meetings

Meeting Date and Time

Plantwo ormoremeetinglatestimes, andlocatiosto allow the mostmer of
parentguardian® participateWhen held duripgo u r  svert, theT itled Meetimgust
be presentatistinctly and separatatih supporting documentdsanSuggesteieeting
Strategiefor Pesenting thEtle | Meetingnpage9).

Review PFEdhd Compawiith Parents.

Advertise the Meeting

Advertise thEtle | Meetirsgparateliyom any other school event

Customize the Paréntardiamvitatioflyerfound on thetaffintranefrefer to padé) with

yours ¢ h @lanhedl gle | Meetiratds) and tim@). Save a comf thelyefs)foraudit

purposes.

Send &eparate Connasssagdrom any other school eventfe providedepage 1).

Save a&opy oyourConneainessagscript forwitpurposes

Advertise the meetings. BEST PRAQIEIEERchool marquee, newsletters, text message and
website Save a copy of eaalvertising venue and take photos of niargueie purposes.

Creaé and Copy Supporting Materials

Create separate meetingndge for yoschool eveand fotheTitle | Meeting\ best practice
would be to cotiem bactoback A suggested agenda besnincludedndcan be
customizefdr eaclschoolrefer tpage 2). Save a copy of yagenda foudit purposes.
Customizthe sigiin sheeforyour school and comydtieets (see pagé).l

Save a copy of eadmin deet gned by attending pargotrdian®raudit purposes.
(Create QR code)

Check for supporting matefidls | Brochusgntto your attentimom the e | officeWll be
in English arf@panisland are to be distrted to parefgaardianat theTitle | Meetinig
additiorhave School Parent & Family Engagement Plans for parents to review
Gather pens/pencils for pdprradian® use when completindritie | Meetir@yrveyor QR
Survey Informat@itheconclusion of théle | Meeting.

PrepareéPresentation

Testthe Mirrated PowerPdmind othe Intranet

Complete ldey Pointsemplatiobe used for your presentti@rsample is providedhis
Toolkibn page ldnthe Intranetnseryours ¢ h spedifinfrmatioto beshared with
parentguardianat thamneeting.



Conduct the Meeting

Have enoughadf to assist with handing odiitlieeBrochurem English and SpanikkTitle |
MeetingurveygEnglish and Spanisht@ekto-back), and peils as parefgsiardianenter
for themeeting Then have the staffollectthe completedTitle 1 Meetin§urveysas
parentguardiansxit the meetmdNote QR Codes and forms if conducting virtually.
After welcoming the pargugsdianand giving a simplelarption for the purpose ofithe|
Meetingglanto show thearrateé?owerPoipresentatiorf-ollow upypresentingyoarc h oo | 6 s
specificnformationsing th&ey Point§emplate (refergage 1b

Conduct a question and answer session after you presertt ywo@mwimatisn making sure
you solicgarenguardiamput. BEST PRACTICRave someongiteparet inpustatements,
questiongndco ncer ns; r e c Gavehwridteneapk@dit pusposekeape .
track via Zoom or Teams.

Explain the Title | Brochure and let fgarartmnisnow that they ganovide inpatytime

during the year

After the Meeting

Make the PowerPoint presentation availablescmog@uvebsite fqrarenfguardiareview.
Include QR Survey Form for documentation dughedeschootontacandexplain your
S ¢ h @rodedure fobtaining parémiardiamput.

Audit Requirements

Uploadompleteditle | Meetinig ms t o vy Office 368ompliancelFa@dwmpliance
Site

Analyzénput and incorporate your shodd gareneandfamilyengagemeractivitiesind
eventspecifiedh youParent & Family Engagemen{PREPandSchool Improvement Plan

(SIP.



Suggested Meeting Strategi@sPresenting th€itle | Meetirg

x  DOE CompliancéheTitle | Meetiaghould be held during the first 8 avekthe last 9
weeks

x  DOE Complianc©ffer wo (2fall/springr moreTitle | Meetirgwith flexibldimes and

dates If offeringdditionalirtuameetingsmake sure to obtain logfarmation for supporting
documentation and compliance.

*- DOE Compliancénvolve parefgsiardiansollect and review input.
»- DOE Complianc€heTitle | Meetiaghust be presented distinctly and separately.
x Remember when having other schoolsentnas SAC Meetings, PTA Meetings and Academic

nightsoencourage parents to retheRarent & Famiyngagememan andchool Parent
Compact and proviieut.



Sample Paref@uardiarinvitation

Please feel free to fill in the pgwendiamvitation with your s¢imaone, meeting date, and @ne.
you may wish to make modifications to refl ect
NOTE: The information listed is DOE required.

A copy of thigarentGuardianinvitation is available the Toolkit

on thelntranetfor your customizatian

ENGLISEBAMPLE:

VBLUSIA VOLUSIA

"‘:;.| Ir'I'T T. = :: |— |"___55___"| |_ L ACHIEVING EXCELLENCE TOGETHER

You Are Invited to Otiitle | Meeting

Your Input is Important!

Please comand attend the Title | Meeting at (school namep

(date, time, and locatidt this meeting you will

receive information about Title | programs and services available at ,

(schoolame) and your rights as a pgguamtianiWe look forwardstaringhis important event.
Please plan to attend and offer youcampuoients, questions and condéraisk you.



SPANISH SAMPLE:

VELUSIA VOLUSIA

COUNTY SCHOOLS

r,_ ':,::'l_| r .L'T Y __ ':- |—'J___H' L ,_; ACHIEVING EXCELLENCE TOGETHER

SPANISHRANSLATION:

Estaslinvitadola Reunion de Titulo |

iSUAporte edmportante!

Por favor, venga y asista a la Reunioén del Title | en (Insert School

Name) en (Insert Date, Time, and Location ). Durante

esta reunion, recibira informacion sobre los programas y servicios de Titulo | que estan

disponibles en (Insert School Name) Yy sus derechos

como padre/guardian. Esperamos con interés poder compartir con usted este
importante evento. Por favor, haga planes de asistir y ofrecer su opiniéon, comentarios,

preguntas e inquietudes. Gracias.

10



Suggested/olusiaConnecScript

Pleasdeel free to fill in #eipwithyour school name, meeatatg and timeOr, you may wish to
make modificationsfolee ct y our sNOAE dhe tfermationilisted is DGESesuired.

A copy ofthis Script isavailablen the Toolkion thelntraneffor your customizatian

ENGLISH SAMPLE

fGood evening pasguardianand family members. Younart to attend tiatle | Meetinipr
insert School Nameh inse(t datetime,

locatior). This meeting will be loeld (Insert

Modality Teams, ZoorRace to Facexg). At this meetirygu will receive information about Title |

programs and services avaitdble ,(insertyour School Nameand your rights

as a parefguardian

We look forward to seeing you at this importaRteasmnplan to attend and offer youcermpments,

guestions and concefiii®nk you and have a wonderful evening.

SPANISH SAMPLE
SPANISH TRANSLATION:

"Buenas noches, padres,guardianes y familiares. Usted esta invitado a asistir a la Reunion

del Titulo | para nseft School Name) el

ngért Date, Time, Location ). Esta reunion se llevar a cabo
en modalidad de (Insert Modality -TEAMS, ZOOM, Face-

to-Face, etc.)

En esta reunion, recibira informacion sobre los programas y servicios del Titulo |

disponibles en (insert your School Name) ;

Esperamos con interés poder verte en este importante evento. Por favor, haga planes
para asistir y ofrecer su opinidn, comentarios, preguntas e inquietudes. Gracias y que

tengas una noche maravillosa.”

11



Suggested\genda

Please feel free to fill iratfendavithyour school nagmmeeting date, and ti@g.you may wish to
make modi ficati ons t oNOTEThelinboianatiorylistad DOEsreqhiredo | 6 s

A copy of thisAgendais availablen the Toolkionthe Intranetor your

customization

(Insert School Name)

Title | Meetinggendd Sparsh
(Insert Dat® Time/ Spanish

Welcome
PowerPoint PresentatioouTube VideSpanish
Key Points About Our S¢igpanish
A Title | Programs at Our ScHamdnish
Our School Improvement Plan (SIP) Goals /Spanish

A
A Our S Tite ®ardn® Family Engagemilan &8udgeBpanish
A

Schoebased Pare&it Family EngagemaativitigSpanish
DistricParen& Family Engagemeativities
o ParentsoKids Literacy Program
o FACT Fairs
o0 Additional academic enrichment activities

Questions and Answers

Title | Meetir®urvey SpanisbrQR Code surveys

12
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SampleParentGuardiarSignin Sheet

Please feel free to fill irsiein sheetvith your school name, meeting date, and time. Or, you may wish
to make modifications to reflect your school 0
NOTE: The information listed is DOE required.

A copy of thisSign-In Sheetis availablen the Toolkionthe Intranetor

your customizatian

[Insert school name]
Title | MeetingParentGuardian Sigrin SheetSpanish

[Insert date and time of meetingfpanish

Parent Name / Spanish Student Namé Spanish

13



Key Pointd emplate

Pl ease make necessary c¢hange syoutmustinckidelthe anmouny o u r
of fundingnal activities spent on Paredfamily Engagemprgrams.
NOTE: The iofmation listed is DOE required

A copy of tIs Key Points @mplate is availabie the Toolkionthe

Intranetfor your customization

Template for Keyoints

A Title | PrograresOur School:
A

A
A
A

A OurSchool Improvement Plan (SIP) Areas of Focus:

T>o T T T

A Our School &FRamily EngdgemBatgeP ar ent
As

A SchooBased Pare&tFamily EngagemelanActivities planned forab®-202 School
Year:
A
A
A

A District Pare&tFamily Engagemaativities: ParemtsKids Literacy Program (see progr
flyer for detail§)ACT Fairs, aadditional academic enrichaoginities.

A Fillout and hadd theTitle | MeetirBurveyn English or Sparashihe end of the meeting
completing virtually, please use QR and print documentation for compliance purpg

14



Things o6 PriniCopy

For your convenienctie followindritle | Meeting forms are availdbte
customization purposes the Toolkion the IntraneModifythe forms to fit your

school 0s andthéengnnethem s s

A. Parent Guardian Invitation Flyers
B. Agenda

C. PareriGuardia®ign In Sheets

TheTitle | Bochure Understanding Title | ProgrammsEnglishand Spanishas

been orderetbr each school argent directlytthep r i nci pal 6 s attent

Copy Centélor reprinting and distribution

For Title Eomplianceandmonitoringpurposes, please do the following:

1. Uploaditle | Meetingmssuch agparerguardiamvitatios) VolusidConnect messagehotos of
advertising (i.e. marquee, newsletter, etehai@ouncing the meetingeeting agergj&ey points,
parerfguardiasignin sheetwith parent signatyeesdcompleted survediset | v t o your sch

Office 365 Compliance Folgiapliance site.
2.Scan and upload the origigaledPrincipal Assurarfoem attesting that you have held the nseeting
according to the requirenfentBitie i r ect | vy Office 36 CGomplianae iraneplishce

site.

3. Keep a paper copy of all uploaded items!

15



Principal Assurandeorm

NOTE: **ou will need to uploacsitpeedo r i gi nal Compligncdifice s c h o «
365 Compliance Falder
A copy of this form is available in the Toolkit on tHerlettdimef/printing purposes
The information listed is DOE required.

Title | Meeting Assurance

l, , Principal of ;

attest that our school held theTitle | Meeting at two or three different times to accorodate

LJ- NBgardia@work schedules.During these meetings, we informed our school families about the
RAAGNRAOG | yR aOK22ft Qaur 8chddlfingorotemdniNeeud (SIP) \jdals blgfied 6 dzR 3 S i
Parentand Family Engagement activitiesfents, and the rights of parentguardians My school will

maintain records bthese meetings including theapent/guardianinvitations and event advertisement,

the agends, the key points, sigin sheets, and parefguardianinput. We will incorporate input results

into our Schoolmprovement Plan (SIP) and our®at & Family Engagement PI@AFER. We distributed

the VCSJnderstanding Title | Programs: A GuideFamiliesorochurein English and Spanisht is also

available to parents via school website awthool front office

Meeting #1 was held on from to (Fall2023)
Meeting #2 was held on from to (Spring2024)
Meeting #3 was held on from to

Principal Signature Date

16



Title | Meeting Survey
2023-2024

School Name/Date/Time
(A copy of this Title 1 Meeting Survey is availalmethe Toolkit on the Intranet for
editing/printing purposes)

Thark you for attending the TitleMeeting. Please take a few minutes to answer the questions
below. Wereally appreciate your input!

Was the information shared at this meeting helpful? yes no

Was the time and date convenient for you? yes no

Prior to this meeting did you know your child attends a Tilehbol? yes no
Comments:

Signature Date:

SPANISH TRANSLATION:

Reunién Anual de Titulo |
2023-2024

(Insert School Name/Date/Time)

Gracias por asistir a la Reunion Anual de Titulo I. Por favor tome unos minutos para
contestar las preguntas a continuacion. jRealmente agradecemos su aportacion!

¢ Fue util la informacion presentada en esta reunion? si no

¢Encontr6 la hora y fecha conveniente? si no

Antes de esta reunion, ¢sabia que su hijo(a) asiste a una escuelade Titulo1? _ si
___no

Comentarios:

Firma: Title 1 Fecha:

17
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A Parent’s Guide to
Title |
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HOW TI TLE | FUND
HELPS OUR SCHOOL

Additional Personnel

Staff Training

:

9

& receive progress r

have regular confe

know
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have flexible meet

input to

,Par @Rami | y En giemgum
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